November 1953 | 














© GF Co. 1953 


GF speeds up their WF” 


* WORK FACTOR 


More business firms have standardized on 
GF 1600-LINE DESKS (than any other in the world 


From 9 to 5, your employees’ “homes” 
are the office in which they work. 


As a matter of morale, each desk in the 
office should be as satisfying as a GF 
1600-Line desk. Smart gray finish 
with rounded anodized aluminum trim. 
Smooth Velvoleum top for an eye- 
resting, smooth-writing surface. And 
graceful lines throughout. 


As a matter of efficiency, each employee's 
desk should have the solid, sensible 
construction of GF 1600-Line desk. 


Drawers never stick. Joints can’t loosen. 
Edges won't splinter. Locking mecha- 
nism is foolproof. Papers cannot slip 
behind drawers. Drawers can’t fall out 
accidentally when fully extended. And 
the 4-leg construction provides full foot 
freedom, allows easier floor-cleaning, 
increases sanitation, saves floor space. 


There is a GF 1600-Line desk for every 
office job. For a free folder describing 
these desks more fully, write your GF 
Distributor or The General Fireproofing 
Co., Dept.M-23, Youngstown 1, Ohio. 


Good metal business furniture is @ 900d investment 


(Circle 721 for more information) 
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FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 








Newton said a mouthful... 


Way back in 1686, Sir Isaac Newton said, “A 
body at rest tends to remain at rest unless acted 
upon by an outside force.” 

Phis law applies to management men as well 
as mass. 

Phe object of Management METHODS is to put 
bodies in motion. That's why we've made it so 
easv for vou to act on any eood ideas you pick 
up in our pages. Right now, it would take you 
exactly thirty seconds to make a motion that will 
save vou money. Either: 

1. Use the handy Reader Service Card (post 
age paid), bound into every issue of Management 
METHODs, for more information. 

2. Phone your local specialist in business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODS’ ideas into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—?f you don't want 


to forget—here’s help! 





Would you like to order 
Management METHODS Magazine 
for other men in your company? 

Use the postpaid reply card bound 


in this issue. 
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““PUSH-BUTTON” FIGURING 
CUTS HIGH OFFICE COSTS 


Office costs are now so high that 
even a small business can’t afford 
to be without the latest equipment. 
Marchant Calculators, Inc. is meet- 
ing the need for faster figurework 
at lower cost with today’s most 
complete and diversified line of cal- 
culators. 

Topping the Marchant line is the 
FIGUREMASTER, world’s fastest, most 
completely automatic calculator. 

For engineering, statistical and 
scientific usages, there is a special 
FIGUREMASTER With “‘live tab” keys. 
Another special model has “split 
clearance” for individual extensions 
and accumulated totals. 

Still another modified FIGURE- 
MASTER is the Marchant-Braille 
Calculator, which brings to the blind 
their first practical mechanical mul- 
tiplication, division, addition and 
subtraction. 





THE NEW FIGUREMATIC 
for faster, easier division 


[he recently improved Marchant 
FIGUREMATIC is the only calculator 
in its price range with simultaneous 
automatic multiplication. Just enter 
the multiplicand and multiplier and 
read the answer. And, with the new 
Dividend Key and more flexible tab- 
ulation on the ADX FIGUREMATIC, 
the most demanding user now has a 
one-two punch in automatic division 
as well as automatic multiplication 
—a complete performance at a lower 
price than ever before. 

The Retail Special FIGUREMATIC, 
designed for rapid and inexpensive 
store inventory, is invaluable for gen- 
eral retail or chain store figurework. 
For complete information write 


MARCHANT CALCULATORS, INC. 
Oakland 8, California 


“The boss told us to cut 
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figurework costs.” 





., 





“We’re doing it with the 
new Marchant Figurematic.” 








7 jee TIC 
MODEL ADX 
The only calculator in its 
price range with simultaneous, 
automatic multiplication, 
automatic division and 
complete carriage control. 












Now you can have automatic calculator performance at a lower price than ever 
before with this new Marchant FiGuREMATIC. 
Automatic Multiplication— you merely enter the multiplicand, then the multiplier 





and read your answer... there's no waiting. 
Automatic Division — you just enter the dividend with the Dividend Key, then enter 





the divisor with the Division Key and read your answer. 
Complete Carriage Control—your tabulation is automatic. 





The MARCHANT MAN in your phone book will be happy to show you — 
on your own work —how this new FiGurematic will soon pay for itself. 


iNT 


MARCHAN 





AMERICA’S FIRST 








Just mail this coupon with your business letterhead to get 
your free... 


Guide to Modern Figuring Methods . . . . . 
Complete Information about the Ficurematic. . . 
MARCHANT CALCULATORS, INC. + Oakland 8, California 
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SEND TODAY for this big fact-packed handbook. It 


explains in non-technical language exact/y how to get the 


most return from the valuable floor space allotted your 
printing department. Suggests new methods to increase 
its output and expand its duties. Illustrates new time 
and labor-saving production ideas. 

And it tells all about the 3M Plate—the sensational 
all-aluminum photo-offset plate that’s saving money 
(while improving the quality of printed pieces) for com- 
panies everywhere. The booklet is an actual sample of 
the work done with the 3M Plate 
done right in your own printing department! 





work that can be 


The coupon,at the right will receive prompt attention. 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. 
Paul 6, Minn.—also makers ot “‘Spherekote” Brand Tympan 
Covers and Frisket Papers, “‘Scotchlite’? Reflective Sheeting, 
“Scotch” Brand Pressure-Sensitive Tapes, “Scotch” Sound Re- 
cording Tape, ‘“Underseal” Rubberized Coating, “Safety-Walk” 

Non-slip Surfacing, ‘3M’ Abrasives, “3M” Adhesives. General 
> pag 122 K. 42nd St.,.New York 17, N.Y. In Canada: London, 

nt., Can. 
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THIS IMPORTANT BOOKLET HELPS 
YOU CUT COSTS (N YOUR OFFSET 
DUPLICATING DEPARTMENT! 









NEW! First of its kind. Fully illustrated. 
Written especially for executives. 


Printed and distributed by the makers of 





PHOTO-OFFSET PLATES 
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y WITHOUT OBLIGATION, please send me “How to Get the 
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g Most out of Your Offset Duplicating Department”. i 
i Minnesota Mining & Mfg. Co. 4 
: Dept. MM113, St. Paul 6, Minn. : 
u k 
' NG a aie rh ur rea eee hit oe reese he caaa eda ees i 
i i 
! RE EE PIR Te Se ee : 
H t 
' raise wn vo ew Os oe eee SS Nantes i 
i i 
i RST ras a ito AE rhe Our ope cap Uo BODE. 3c SUAS oss seas 0 : 
a | 


Lea ee meee eee ee eee eee ee 


(Circle 734 for more information) 





$ $ 


New Act removes arbitrary 


statute of limitations 


rHE AUTHOR: N. R. Caine ts the 
editor of a widely syndicated 
column, “Tax Pointers.” He 
holds a C.P.A. certificate in New 
York, New Jersey, Pennsylvania 
and California. A member of 
the American Institute of Ac- 
countants, Mr. Caine is a senior 
partner in the firm bearing his 


name. 


As far back as 1938, 
the tax legislators made a determined 
effort to correct certain administrative 
inequities in the law. Its work to this 
end now stands in part as section 3801 
of the Internal Revenue Code. To this 
day, and despite the fact that this relief 
section of the Code was extended in its 
scope by the Technical Changes Act of 
1953, few taxpayers appear to know 
either of its existence or the possible 
benefits that it may confer upon them. 

This section both in its original 
form and as amended operates to re- 
move the evident hardships in a situa- 
tion of the following sort: 

Mr. Brown owns certain realty 

properties. Back in 1945, his 
bookkeeper mustakenly entered 
certain 1946 rental receipts in his 

1945 income. He paid a tax on 

these rental receipts for 1945. 

During the year 1949, his 1946 re- 

turn was audited by the taxing 
authorities. These same _ rental 
receipts were properly added to 
his 1946 income and an additional 

tax assessed against him for 1946. 

Were it not for this section, Mr. 
Brown would be left in the position of 
having to pay two tax payments—one 
for 1945 and one for 1946—on the 
same income. Any normal adjustment 
or refund of his 1945 taxes is barred by 
the three-year statute of limitations. It 
is at this point that this section steps 
into the picture, Jt lays down. the rule 
that a taxpayer may, subject to certain 


methods 








conditions, overturn the effect of the 
statute of limitations and thus obtain 
an adjustment of his excessive tax pay- 
ments for the year 1945. 

The entry of this relief section into 
a tax situation is predicated upon a 
final determination of the taxpayer’s 
liability for the year in which the in- 
come item is taxed. This determina- 
tion may be shaped by a closing agree- 
ment, final court decision, and certain 
other steps. 

The Technical Changes Act of 1953 
has given Section 3801—the applicable 
section of the Internal Revenue Code 
—far greater substance and importance 
by adding two further situations where 
the three-year period will be ignored: 

1. The taxpayer is forbidden the 
benefit of a deduction or credit 
which he should have claimed in an- 
other year. (This provision will 
benefit taxpayers.) 
2. The taxpayer is permitted to ex- 
clude from his taxable income an 
item of income that he should have 
reported in his taxable income in 
another year. (This provision will 
aid the tax collector.) 

The practical effect of the changes 
may most easily be explained through 
the means of an illustration. For this 
purpose, let us project the following 
facts to illustrate the operative effect of 
the first change: 

In preparing his 1952 income tax 

return, Mr. Smith claimed an in- 

come tax deduction for certain 

rental payments. Early in 1956, 

his return was audited, The tax- 

ing authorities disallowed the de- 
duction on the grounds that Mr. 

Smith should have taken it in his 

1951 return, not his 1952 return. 

The Tax Court gave its full ap- 

proval to the position of the tax- 

ing authorities in the litigation 
that followed. 

It is this type of situation that the 
first change in the law saves. Were it 
not for this change, Mr. Smith would 
be placed in the position of having to 
forfeit all right to the deduction. This 
is due to the fact that the three-yeai 
“Open” period in which he is normally 
permitted to make changes in his 1951 
return expired in 1955 many months 
before the mistake was first brought 
to his attention by the taxing author- 
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Why more leading companies are turning to open-shelf filing 


Saves Over 50% in Space, Filing Time, and 75% in Equipment Costs 


More and more companies are making big savings 
with open-shelf filing...and increasing their filing 
efficiency for alphabetic, numeric and terminal digit 
filing systems. Here is what an executive of one promi- 
nent company says: 

“Open-shelf filing has been used by our company for 
over 14 years. The cost of our open-shelf files was 
approximately 50% of the cost of file cabinets on a 
per filing-inch basis. We have not had one penny of 
upkeep cost since their installation. (The cost today 
would be just 25% of the cost of five-drawer file cab- 
inets on a per filing-inch basis. ) 

“From the standpoint of efficiency there is no com- 
parison between filing folders on shelves and filing 
folders in cabinets. When we originally studied this 
problem we found that most of a girl’s time was spent 


in Opening and shutting the file drawers. By actual 
time study we found that pulling folders from the 
shelves is 53% faster.” 

Shelves eight tiers high with a 30-inch aisle space 
are recommended. This arrangement will permit a 
saving of over 50% in space compared to five-drawer 
file cabinets. Here are the facts: 

Saving in space—50 % 

Saving in time—53% 

Saving in cost—75% 
For more information on how shelf filing can reduce 
your costs and increase your filing efficiency, send for 
free copy of booklet “Shelf Filing” LBV626. Write to 
Remington Rand, Room 1376, 315 Fourth Avenue, 
New York 10, N.Y. 


Memington. Farnd 


PROFIT-BUILDING IDEAS FOR BUSINESS 


(Circle 746 for more information) 
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Take the daze out of paydays with McBee Payroll Poster 


With new deductions cropping up all the time, 
getting out the payroll has become a head-spinning 
business ... and often an interminably slow job. 


Your simplest—and by far your most economical — 
way to get the job done fast is with the McBee 
Payroll Poster. 


Whether you have 30 employees or 3,000, the 
Payroll Poster gives you a complete record for each 
employee—from check to journal to employce’s 
record card—all in a single writing. 


By telescoping three steps into one, 

the Payroll Poster saves time and reduces the 
possibilities of error. You don’t need specially trained 
operators. And all checks and forms 

are custom-fitted to your requirements. 


* x x 


Ask the McBee man near you to give you a simple 
demonstration of the system so many firms in every 
kind of business are using to speed today’s complex ; 
payroll work. Or mail the coupon below. 


McBee Payroll Poster reels off payrolls for companies like: Certain-teed Products 
Corporation * The Sherwin-Williams Company * Kaiser Aluminum & Chemical Corporation * Stokely-Van Camp, Inc. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort— The Marginally Punched Card 
295 Madison Ave., New York 17, N. Y. Offices in principal cities. 
The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ont. 
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THE McBEE COMPANY 
295 Madison Avenue, New York 17, N. Y. 


Please rush me free brochure explaining McBee 
Payroll Poster. 





























Firm No. of employ 
Address_ 
City Zone _ State 
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ities, and many years before it was 
definitely established by the Tax 
Court. The change in the law permits 
him to ignore the normal three-year 
“open” period; to correct the mistake 
in his 1951 return and thereby obtain 
a tax refund despite the lapse Gt a 
period of years that may greatly exceed 
the normal three-vear period. Its ef- 
fect is thus to “freeze” a taxpayer’s 
right to a valid deduction under these 
and like circumstances—he will not 
now lose it because of any “time” tech- 
nicalities. “The same process works in 
favor of the Tax Collector in respect 
to income items. 

It is often overlooked that these pro- 
visions not only cover a taxpayer but 
“related taxpayers.” The “related tax- 
payers” are limited to certain specific 
relationships which existed at the time 


the error arose: 


(1) Husband and wife 

(2) Grantor and fiduciary 

(3) Grantor and_ beneficiary 

(4) Fiduciary and beneficiary, leg- 
atee or hei 

(5) Decedent and decedent’s estate 

(6) Partner 


This is but a brief exposition of the 
new additions to Section 3801. Their 
broad purposes, their retroactive effect 
which may lead to possible tax re- 
funds, and their technical limitations 
and requirements deserve the most 
careful attention and study. m/m 
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SCHOOL ASSIST PLAN: Under the plan 
announced by Prentice-Hall  Presi- 
dent Richard P. Ettinger, employees 
with more than three years’ service 
with the firm may borrow up to 
$2,000 at 3°% interest to help finance 
their children’s higher education, 
either at a college or professional 
school. Loans are so set up that yearly 
payments of 10% of the entire 
amount of the loan (for a period of 
10 years) are made in July, at the 
time profit sharing plan payments 
are made, so that in most cases no 
cash payment is involved. 
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diagnostics 


FOR MANAGEMENT 


THE AUTHOR: Leslie 
M. Slote, Assistant 
to the President, 
Ketay Manufacturing 
Corp., handles this 
regular feature. The 
author functions at 
staff and operating 








levels on matters of administration, 
production, personnel, labor relations 
and management control. Readers are 
invited to submit “symptoms” from 
their own experience for Mr, Slote to 
“diagnose.” 
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“We thought that we had solved 
the problem of providing capable 
supervision in both our office and 
factory by promoting experienced 
workers from the ranks. However, 
we are at a loss to understand why 
many of these employees who were 
promoted and who undoubtedly are 
technically competent and outstand- 
ing on the job, have not worked out 
to our satisfaction as supervisors.” 


diagnosiss 


Management is primarily to blame 
due to improper methods of selection 
and inadequate job training. 

As openings for advancement to sup- 
ervisory status occur, it is desirable, 
wherever possible, to promote from 
within the ranks. But how often have 
we heard the following: “Miss Jones 
has been with us for three years, is 
never late or absent, does her job ef- 
ficiently, gets along well with the other 
girls and knows most of the other jobs 
in the office. Let’s give her a chance 
and make her supervisor.” But in such 
brief and casual appraisal and _ selec- 
tion, management has not carefully 
determined beforehand what the super- 
visor’s job specifications demand. While 
Miss Jones may be given initial instruc- 
tions in her new job, she is usually 
dropped “cold” when it comes to con- 
tinuous coaching in the basics of super- 
vision. The outcome of Miss Jones’ 
future as a supervisor hangs in the 
balance. 


november 1953 


In general, the same elements re- 
quired for the worker’s job is basically 
demanded by the supervisor's job, but 
in reverse order of importance. Tech- 
nical skills and “know-how” are now 
used by the supervisor in a relatively 
small degree, usually to solve technical 
problems relating to the work as a 
whole or relating to an individual sub- 
ordinate’s job. (Of course, in the case 
of a working supervisor or foreman, 
these skills will be utilized in larger 
measure.) 

A supervisor’s time and ability are 
used in the area of human relations 
first, to effectively handle and lead 
people and secondly for the manage- 
ment job of interpreting instructions 
from the next higher echelon. This is 
done by organizing, planning and dele- 
gating work and then measuring and 
controlling the results. 





THE WORKER'S JOB 
Technical knowledge 
and skill 85° 


Human relations 
and management skills 15% 


THE SUPERVISOR'S JOB 
Technical knowledge 
and skill 15%, 
Human relations 
and management skills 85° 











Selection and appraisal must not 
only be based upon the applicant’s 
technical skills and ability to get along 
with others, but upon such other traits 
as a willingness to accept responsibility 
for others, an ability to make sound de- 
cisions quickly and an ability to inspire 
people to work effectively towards com- 
mon goals. The skills and abilities de- 
manded by the supervisor's job must be 
taught and developed through con- 
scious direction and coaching. 

Make it the duty of the immediate 
line supervisor to train and develop 
competent subordinates as leaders by 
increasing responsibility and authority 
through special jobs, rotational assign- 
ments and enabling them to act as sub- 
stitute supervisors on occasion. m/m 
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me Gives customers up-to-the-minute information 
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Wherever paper work requires more 
than one legible copy, a Colitho Busi- 
ness System can be used to speed the op- 
eration, eliminate transcription errors, 
and cut clerical costs. Colitho paper 
offset duplicating plates, plain or pre- 
printed, can be incorporated in single, 
multiple part, flat pack or roll forms. 
Colitho Business Systems provide for 
variables and blockouts, deletions or 
additions. Partial information can be 
added at any time. All business paper 
work lends itself to simplification 
through a Colitho System. * 


Regardless of the kind of business you 
are in, Colitho Systems offer time and 


Please send information. 
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Increased sales 


ut billing time one-third 


Reduced clerical costs 15% 


money savings in purchasing, manufac- 
turing, distributing, selling, billing and 
accounting. For more information, 
mail the coupon attached to your busi- 
ness letterhead. 
*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System. 


Colitho Division 
CoiumsBiA Rippon & CARBON Mpa. Co., Inc. 


OFFSET DUPLICATING 


a a a SUPPLIES — 


olitho Division, COLUMBIA RIBBON & CARBON Mga. Co., Inc. 
1111 Herb Hill Rd., Glen Cove, New York 











Our duplicating equipment is: Offset [J Spirit (J 
Name. 
Company. 
Address 
Zone. State 
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PROS AND CONS TO THE EDITOR 


Binders for Management METHODS 


Dear Mr. Editor: 

I noticed at the National Business Show last 
fall that you had copies of Management METHODS 
contained in a binder that you had made some 
where in New York. 

I firmly believe that everyone in my type of 
work would like to keep the magazine that you 
are publishing for an indefinite period. How- 
ever, the only way we can keep them is to stack 


them on top of the bookcase. Can you do any- 
thing about furnishing a binder for holding 
Management METHODS? 

ZEB |. STONE, 

Systems and Procedures Director 

Erwin Mills, Inc. 

Durham, North Carolina 
Editor's Note: Specially designed binders that 
will hold twelve issues of Management METHODS 
are available from Spartan Stationers, Inc., 141 
East 44th Street, New York 17. Single binder 
price is $3.95, or two for only $6.95, postpaid. 
Payment must accompany order. 


Idea on filing procedure 
Dear Sir: 
There is almost universal confusion in the 


filing of double firm names, because of uncer- 
tainty as to whether they are hyphenated names 


(originally partnerships) or whether they are 
composed of first and last names. 

Should Johns-Manville, for instance, be filed 
under “J” or “M”? The example is a poor one be- 
cause the firm is so well known. There are many, 
more obscure names which are really contusing. 

The solution would be to initiate and estab- 
lish the custom of printing letterheads, invoices, 
etc. with the file name in very small letters under 
the firm name. For Johns-Manville, for instance, 
stationery should be printed, “file Johns”. 

Granted, it would be difficult to establish such 
a custom, the deed, once accomplished, would 
save everyone a lot of time and money by the 
expenditure of no money and very little effort. 

Sincerely, 
E. N. Middleton 


Unitog Company 
Kansas City 8, Mo. 
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Yj FILING REVOLUTION 
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WAR AGAINST WASTE 


If your file clerks have to walk, stretch, bend, pull, stoop, in any way, your 
records will not “come out on top”’-in the revolution to mechanized filing . . . 
Your best ally for defeating wasted time and motion, error and fatigue is — 
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FACTS — 
¢ Up to37% of capacity 
visible 
* Contains up to. 190,006 
records 3 


AS 
¢ Accommodates any card Savetime &)< 


size 2x 3 thru 8%x U1 


® Cards rest unattached in Save work gs 


removable trays 


® Desired card comes to the and 


clerk in an average time of Floor Space 


three seconds 


CARDINAL FACT — 


Only Ferrjs Files offer a truly functional rela- 
tionship between the operator, the card facing? y os 
and the posting area. Countless studies and case # 


histories reveal savings as high as 100% 
WRITE— fe ° 
“SFCMIIS Gusiness E 


244 Great Meadows Road, 


(Circle 759 for more information) 
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guipment, Tue. 


starring in 
“Marry Me Again’ 
Released by 
RKO-Radio Pictures. 





Stratford, Conn. 
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, LET US SHOW YOU 


M write NOW FOR FREE 
DESCRIPTIVE LITERATURE 


fFebute CORPORATION 


CEDAR RAPIDS, IOWA 


methods 





CS How many of your 
employees qualify as candidates for 
administrative and supervisory man- 
agement positions? Iwo years ago the 
Otis Elevator Company began a com- 
pany-wide program of interviewing and 
testing its employees to find out. Otis 
had four aims in mind when the pro- 
gram was set in motion: 

First, to staff future management 
positions as vacancies occurred. 

Second, to provide job-advancement 
to promotable people. (If qualified 
could be found within the 
company, it would eliminate interview- 
ing, screening, hiring and training new 
employees in management skills.) 

Third, to inventory and record man- 


persons 


power data. (Many employees have sec- 
ondary skills which are in short supply 
on the labor market and could be bet- 
ter utilized.) 

Fourth, to improve morale and ef- 
ficiency by offering an open-end future 
to qualified people. 


Start with Supervisors 


As a beginning, all supervisors in the 
Works and Production Departments 
throughout the company were alerted. 
A memorandum was sent out by each 
works manager to give his supervisors 
advance notice of the program and to 
gain their cooperation. 

Supervisors were instructed to en- 
courage suitable candidates to apply 
for tests and interviews. It was felt the 
supervisor or department head’ was 
close to individual employees and was 
in a position to judge which were like- 
liest to qualify. 

Shortly afterward, individual per- 
sonal letters were sent to all employees 
in the Works and Production Depart- 
ments, announcing the opportunity 
and stating Otis’ requirements. A brief 
application form was attached to each 
letter. By sending individual letters, 
the company was committed to inter- 
view all who believed themselves quali- 
fied. Yet the morale value of contacting 
each employee far outweighed the time 
and expense of interviewing respond- 
ents, 

Otis employs 4300 people in two 
plant locations—Yonkers, New York 
and Harrison, New Jersey. The results 
in the Yonkers Works are typical. 
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How to find future managers 
among your present employees 





OTIS ELEVATOR "TOOK STOCK" OF LOWER-ECHELON WORKERS AND FOUND MANAGERIAL RAW MATERIAL 


About 2400 employees received letters 
asking them to apply for tests and in- 
terviews. Of this group, 227 
10%) filled out 
though the 


(almost 
applications 
stringent 


even 
requirements 


automatically excluded many em- 
ployees. 
When the applications were re- 


turned, a careful review of existing in- 
formation in each individual’s record 
folder was made. Such items as work- 
experience, progress on the job, educa- 
tion, health and personal characteris- 
tics were checked. An individual master 
sheet was set up for each of the 227 ap- 
plicants as a permanent record. 

At this point, screening interviews 
were conducted by the personnel de- 
partment to determine each candidate’s 
interest, personality, initiative, appear- 
ance, etc. Things like self-confidence, 
ability to grasp the meaning of a ques- 
tion, grooming and 


“é 


general impres- 
sion gained during the interview” were 
tabulated. 

Following the interviews, the data 
obtained was reviewed with each can- 
didate’s supervisor to determine who 
should go on to take a battery of apti- 
tude tests. When individual past per- 
formance, attitude and job potential 
had been discussed in detail, about 50 
(or 2% of the original 2400 who re- 
ceived letters) were given the tests. 

At every step—record review, screen- 
ing interview and conference with 
supervisor—those who were “screened 
out” were told why they could not be 
given further consideration. 

The 2% of Yonkers’ employees who 
remained were given a series of tests. 


by John H. Holzbog 


Director of Industrial Relations, Otis Elevator Co. 


These were administered and evaluated 
by the Otis training department. Six 
tests were used to give an indication of 
aptitude and general intelligence: 

1) Mechanical Comprehension 

2) Spacial Relationships 

3) Arithmetic Reasoning 

4) Mental Ability 

5) Personality Inventory 

6) Kuder Preference Record 

But these aptitude tests were not 
considered final. They were considered 
an indication of a man’s abilities, per- 
sonality and aptitudes, and were in- 
tended to aid in making the final de- 
cisions. For example, the Guilford- 
Martin Personality Inventory gives an 
indication of a man’s objectivity, agree- 
ableness and persuasion. If he is too 
agreeable, he probably won't be a good 
supervisor. On the other hand, if he 
can't be persuaded to change his mind, 
he is not likely to handle people well. 

When a man showed a weakness in 


the tests, i.e. being too adamant, the 
final interviewers delved into the rea- 
sons behind the weakness. Sometimes 
the interviewers satisfied themselves 
that the weakness was not serious and 
the man was chosen despite his un- 
favorable showing. 

One measure of the value of the en- 
tire program to Otis is evidenced by 
the calibre of the men who conducted 
final interviews. They were the Vice 
President in charge of Production, the 
Works Manager, the Financial Vice 
President, the Manager of the engineer- 
ing division and the Industrial Rela- 
tions Director. Applicants were rated 
by various points suggested by the 
training department and each inter- 
viewer was given the test results. 

After all results were in and corre- 
lated, the interviewers met. On the 


basis of the over-all picture—perform- 
ance on the job, test results, and inter- 
views — they determined which men 












SALES OFFICES IN 


mage 


a machine that 


In one operation 





It’s the new Todd Disburser. 

It @Stes—signs—protects your company checks in one fast, eff- 
cient Operation. 

It’s the only portable machine of its kind in the office equip- 
ment field. 


The new Todd Disburser is smaller and lighter than a type- 
writer. Its cost—spread over the life of the machine—is only 14+ 
a day, yet it protects your company checks from alteration not 
only of amount and signature but of date, too. With it, check 
issuance is rigidly controlled every step of the way from blank 
check to cancelled check. 


Get all the facts about the new Todd Disburser...the machine 
that saves employee time...cuts down overhead...does away 
with manual signing of checks and completely protects com- 


pany funds. 


THE TODD COMPANY, Inc., 
Dept. MM, Rochester 3, N. Y. 


Please have your representative telephone me for an 
appointment 


Name of firm 
City Zone State 
Telephone 


ROCHESTER NEW YORK 


PRINCIPAL CITIES 


ee 


By 


DISTRIBUTORS THROUGHOUT THE WORI MM-11-53 
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(Circle 750 for more information) 


showed the greatest capacity for grow 
ing into advanced supervisory and ad- 
ministrative or executive positions. 


Talent "Pool" Formed 


One outstanding benefit resulting 
from the “inventory” was the selection 
of a group of qualified employees for 
the Otis training program. Of the 50 
men at Yonkers who were given tests, 
23 were finally chosen from a formal 
training program. 

\n important auxiliary benefit was 
the building up of a “preferred list” 
of select employees. For example, the 
remaining 27 men at Yonkers are be- 
ing considered for direct appointment 
to higher graded jobs, as they are avail 
able. 

Whether given formal training or 
not, most men return to their present 
jobs temporarily, until job openings 


are found for them. A continuing rec 


ord is kept on file. Semiannually, a 
check is made with the works manager 


on individual progress. 


Some Employees Who Benefited 


Paul C., aged 30, a high school 
graduate, started in the Harrison 
Works about four years ago and spent 
7 months straightening steel sheets and 
beams with a sledge hammer. In suc- 
cession, he became a machine helper, 
acetylene burner, and arc welder. He 
completed a questionnaire after an- 
nouncement of the program was made 
and was selected for the series of tests 
and interviews. ‘The survey indicated 
Paul had good potential and he was 
given a six months’ formal training 
course. Although his future job has not 
yet been determined, he is regarded as 
sound management material. 

William H. is another example. 
Aged 38, a high school graduate with 











TO ALL YONKERS WORKS EMPLOYEES: 


In order to insure a high quality of supervision and management in the YONKERS 
WORKS at all times it is desirable for the Company to encourage qualified emp- i 
loyees to develop themselves for such responsibility. In order to do this we j 
have conducted Student Courses during the last two years. Several YONKERS WORKS 


employees were members of each Course. 
the future. 


We are contemplating similar courses in 


The number to be selected for such training will be dictated by our future 


Management needs. This normally is a small number. The persons who qualify 


will be those who possess outstanding qualities of leadership and ability to i 


get things done. 


Please read the qualifications listed below. If you meet the requirements 
and are interested in being considered for the Student Course you are invited 


to apply for consideration. 


QUALIFICATIONS 


l. Age - Over 21] and preferably under 35. 


2. Interest - A candidate must be in interested in work involving 
Mechanical or Electrical Training. He must also be interested 
in assuming the leadership responsibility required of Supervision. 


3. Education - He should have finished a college course in Mechanical, 
Electrical, or Industrial Engineering, or in the absence of a 
degree, should have equivalent Works experience and courses in 
technical subjects to give him the necessary background. 


4, Personality - He must have an interest in and the ability t 
get along well with people. 


5. Aptitude - He must demonstrate, by taking a battery of tests, j 
that he has the aptitude for supervising shop and related i 
department activities and skills for supervising people. i 


selecteli for training in the Student Course. 


] 
From among those who show an interest a limited number will be 
| 
i 


If you have the above qualifications and would like to be considered, } 


ease submit the attached application form to the Personnel Department: 


I am interested in being considered as a candidate for 


the Student Course from the Yonkers Works. 





DATE 


Copy of letter sent to all employees 


TO THE PERSONNEL MANAGER YONKERS WORKS: 





a 


SIGNED 
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some college work completed, he 
started as an office boy 17 years ago. 
Before the war he had been a file clerk 
and a general clerk. After the war, he 
became a cost clerk, then moved up to 
senior clerk. Nine months’ formal 
training followed. Mr. H. is now As- 
sistant Supervisor, General Costs. 

Another man at the Harrison Works 
started as a draftsman in 1950. Afer 19 
months, his abilities were spot-lighted 
by the internal recruiting program. He 
is now working as a project engineer in 
a Methods and Facilities Group. 

Employee experiences at the Yonkers 
Works closely parallels those of the 
Harrison people. In one instance, an 
interviewer discovered a man had been 
taking drafting and mathematics 
courses by mail. His shop experience 
rated him “above average’ as a ma- 
chine repairman. An opening occurred 
shortly after the interview, in the proc- 
essing and planning department for a 
man with his qualifications, and he 
was selected for the job. 

E.S. worked for thirteen years as an 
assembler and machine operator before 
he sent in his application. On the basis 
of test results, screening interviews and 
previous record, he was made a project 
engineer—a_ position requiring shop 
experience and some training. 


Keeps Employees on Their Toes 


Throughout the Otis organization 
employee interest has been stimulated 
by the program. Men who thought 
themselves in dead-end jobs now feel 
there is still hope for recognition and 
advancement. Several employees have 
applied for State High School Equiva- 
lency examinations 





an indication that 
they feel outside supplementary educa- 
tion will be given weight by manage- 
ment. 

Many others are enrolled at local 
colleges for such courses as production 
planning, quality control, mathematics 
and public speaking. Also significant, 
from a company viewpoint, is the en- 
thusiasm generated among college- 
trained employees. Many are now 
studying to obtain their Master’s De- 
gree in Management or Business Ad- 
ministration because they feel it will 
be helpful to their future careers with 
Otis. m/m 
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the quality-thats..0s») 
engineéred into” 
turgis Chairs” 
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Now you can have 
metal office chairs 
which are 


warm to your touch - 
thanks to 


STURLON, © 


an extraordinary new finish 


Almost as warm and pleasant as your 
skin—that’s the way a metal chair feels 
when it’s finished in STURLON. This extra- 
ordinary new finish (Sturgis is the only 
maker of office chairs with the rights to 
use it) adds the final touch of comfort to 
the functionally ideal steel office chair. 


STURLON is sprayed on and infra-red 
baked to a thickness about four times that 
of other finishes. This means that the 
STURLON finish will endure and continue 
to protect the metal indefinitely. 


And that isn’t all— 


The remarkable ‘“‘warmth” characteristic 
of STURLON is but one of several revolu- 
tionary qualities. STURLON is unbelievably 
resistant to wear normally resulting from 
scuffing and repeated bangings of chair 
against chair. Independent laboratory tests 
show its resistance to abrasion to be 10 

to 20 times greater than that of other finishes. 


STURLON is non-corrosive—is unaffected : 
by moisture, salt air, humidity and 
temperature changes. 


e Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 
shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut. 


POSTURE CHAIRS 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, 

Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 

(Circle 749 for more information) 











... @ carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 


Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 





Evansville 7, Indiana 





(Circle 725 for more information) 
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A “welcome mat’ for the 


McBEE FIGURES 50% OF THEIR SUPPLIERS ARE CUSTOMERS—AND APPLIES 


mu One way of showing 
you value a salesman’s call is to estab 
lish a policy of interviewing them 
promptly, or advising them immedi- 
ately when an interview must be de- 
layed. You might follow the example 
\thens, 
Ohio, who goes a great deal further. 
When a visitor enters the McBee offices, 


of the McBee Company, of 


he is given a printed pamphlet called 
“The Key to McBee.” 

On the first page, the company 
makes its position clear: “. .. we are 
genuinely glad to see you. Our suc 
cess depends just as much on buying 
right as on selling right. Often you 
bring us news of materials and meth- 
ods that help us improve our opera- 
tions. We do not for one moment for- 
get that while you are calling on us, 
McBee representatives are calling on 
other companies—perhaps your own. 
You are entitled to as fair a hearing as 
we would want for them.” 


Clear Through Purchasing 


Although McBee policy is to see 
everyone who calls, they ask everyone 
who has something to sell to visit the 
Purchasing Department first. Thus, 
the Purchasing Agent establishes liai- 
son with sales people. He directs them 
to the proper party in the event that 
someone else does the purchasing of 
particular products, 

Since the purchasing agent signs 
every order, and all requests for ma- 
terials and funneled 
through his department by other de- 


services are 


partment heads, it is generally to the 
vendors’ advantage to deal with him 
right from the start. Of course, once 
contact has been established with a 
particular individual, it is no longer 
necessary to go through Purchasing on 
subsequent visits. 

The booklet also describes what the 
company buys and who does the buy- 
ing, lists helpful information about 
local hotels, eating places, and trans- 
portation and contains maps showing 


routes to the plant and points ol inter- 
est in the city of Athens. 


Other "Welcome" Books 


Similar printed material is being 
effectively used by many other com- 
panies. Some of them also provide a 
variety of special services to visiting 
salesmen. ‘The United States Machine 
Corporation, for example, offers free 
local telephone service, plus a list of 
other companies in the area on whom 
the salesman might like to call—giving 
addresses and a map of their location. 

The booklet of the Dennison Manu- 
facturing Company contains a_ page 
headed “On Our Shopping List” to 
enumerate products in which the com- 
pany is especially interested. Kellogg 
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Switchboard and Supply Company as- 
sures the visitor he will be seen 
promptly and keeps him occupied 
while he waits with a short history of 
how the company first began business 
in a country schoolhouse. 

The General Electric Company re- 
ceptionists will obtain train. tickets, 
reservations, or arrange for dictation to 
be taken. ‘The distillers of Old Mr. 
Boston whiskey supply a diagram of 
the company’s executive oflices, and a 
description of each executive’s func- 
tion, to help potential suppliers. 

Such printed material demonstrates 
a willingness to help a visitor find his 
way around. It is also a commitment 
on the part of the company—thus en- 
couraging employees to conform to a 
standard of behavior. 


Here are four typical pages. Instead of the usual “hot-air, the 


THE KEY TO | copy is readable, friendly and—above all—genuinely helpful. 





| 
M‘Bee | 





WHO'S HERE 
and WHERE 


On this poge ore listed McBee 
people you may meet through Mr 
Evans. Perhops there may be others 
in the orgonization you should see. 
Hf 50, you will be directed to them. 
We ore just os onzious os you thet 
you see the proper people 
THOMAS H. EVANS, J, pur 
chesing agent, the mon whom 
you will first see, hes his office 
ot plont No. 2. The receptionist 
there will direct you to him 
M. TENNER, president. On the 
first floor of the main piont 
cross the room from the recep 
tienist. Mr. Zenner also main 
toins on office ot 295 Medison 
Avenue, New York City 
H. C. DAVIS, executive vice pres- 
ident, the first office on the left 
otter entering the door into the 


main plent proper 

8. F. CUTLER, vice president and 
treasurer, The office immedi 
btely beyond thot of Mr. Davis. 


a 
ad ad 
iE 


8. NOBLE, osst. vice president 
On the first floor of the main 
plant directly ahead of the re- 
ceptionist 

ROGER CONNOR, vice president 
ond secretory, 58 N. Court St 
Contact with Mr. Connor is mode 
only through the receptionist in 
the main plant, 

CHARLES WOODWORTH, person. 
nel director, On the east side 
of the main plont. Contoct mey 
be made through the Byord St 
entrance 

J. A. SCRIVEN, osst. secretory. The 
office alongside of Mr. Noble 

W. E. AUSENHEIMER, comptroller 
located on the second 
ebove the reception room. 

HARRY M. BEGG. plants monoger 
Directly ahead o few feet ofter 
entering mein plant 


VISITORS WE 
ESPECIALLY 


Our vote is for the mon who realizes that both his time 
and ours ore valuable. So he gets right down to coses 
telling us exactly whet he hos ond in whet woy it con 
be helpful to McBee. 

He won't flotter us; nor will he disparage competitive 
products we may already be using 

He will be able to tobe “no” for “no” without losing 
his good noture and without putting on pressure 

He won't promise more thon he can deliver 

He won't try to go over the head of the person to whom 
he is tolking unless he is specifically invited to do to 
He won't stoy longer than he should 

He'll come in a friend ond leave a friend, whether or 
not he gets an order 
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visiting salesman 


THE GOLDEN RULE IN THEIR PUBLIC RELATIONS 


Booklets Save Time, Build Goodwill 


McBee printed their booklet in self- 
defense. Visitors always inquired about 
the exact nature of the company’s op- 
erations as well as such things as local 
restaurants, Car servicing and transpor- 
tation facilities. “Che booklet was pre- 
pared to help communicate this infor- 
mation quickly and efficiently, to oc- 
cupy visitors during the time they 
waited in the reception room and to 
spread the McBee story to the public. 
About once a year the booklet is re- 
vised to bring it up to date regarding 
personnel changes, relocation of de- 
partments and construction of new 
plants. 


Courtesy at McBee begins with the 
selection of receptionists. Girls are 
chosen for their friendliness, cheerful- 
ness and their interest and ability to 
meet people. On one occasion, a re- 
lief receptionist turned out to be in- 


WHAT M°BEE 
BUYS 


«+. and who buys it. 


Hf you have something to sell 
your best bet is to ast for the 
Purchasing agent. All buying 
ot McBee is done through his 
department. If he feels someone else should hear your story olso—per. 
hops the heod of the deportment offected—he wit mete the necessory 
arrangements for you 
McBee manufacturing processes ore divided roughly inte three mein 
classifications—printing, binder end metal products monutecturing. 


Here ore 0 few typical items McBee buys 


ALCOHOL —Industriol 
ALUMINUM—Sheet 
BELTS—Leother - Conves - V 
BINDER—Metols, Posts, Ports 


BOARD—Binder, Posted Chip, 


Contoiner, Press, Strow 


BRUSHES—Corbon, Give, Point, 


Paste, Sweep, Wire Scratch 
CARTONS 
CASTERS ond WHEELS 
COAL—Lump ond Stoker 
EYELETS 
FIBRE—Sheet ond Angle 
GLUE—Flerible ond Podding 
INK—Letterpress, Offset, Stencil, 
wing 


ee Cutting, Shear 
LEATHER—Bootbinding 


LUMBER—Boring ond Crating 
NAILS 


PAINT—Baking, Locquer, Main. 
fenonce 


PAPER—Bond, Book, Bristol, Cor- 
bon, Coated, Gummed, 
Kraft, Sofety, Tog, Toilet, 
Towels, Tympan, All Grades, 


Suiphite, Sulphete and Rag 

PLASTICS 

PLATES—Letterpress ond Offset 

RAGS 

RUBBER—M iscelloneous 

ROLLERS—Press ond Glue Ma- 
chine 

STEEL—Corbon, Hot ond Cold 
Rolled, Bond. Bors, Hoop. 
Sheet, Strip, Spring, Tool, 
Wire 

SUPPLIES—Binder, Electrical, Foc 

. Machine Shop, Nickel 

Plating, Office, Offset, Paint. 
ing, Porkeriting, Shipping 

SCREWS—Cap, Drive, Machine, 
Set, Telescopic 

TEXTILES—Cetton Duck, Book 
cloth, Tag Cloth, Shede 
Cloth, Artificial Leather 

TAPE—Poper, Gummed, Cotton 

TWINE—Jute and Sisol 


curably shy when meeting new people. 
In dealing with the public this trait 
manifested itself as curtness. She was 
transferred to other duties in the plant. 

Receptionists are instructed to be 
certain that visitors are not acci- 
dentally kept waiting too long. Every 
executive has had the embarrassing ex- 
perience of asking the receptionist to 
have someone “wait ten minutes” and 
then suddenly get busy and completely 
forget him. Executives at McBee know 
they will be reminded when somebody 
has been waiting more than a reason- 
able length of time. 

Because McBee manufactures office 
equipment, every visitor is probably a 
direct or indirect prospect for the com- 
pany’s methods and products. People 
who come in contact with the public 
are told that there is a 50/50 chance 
that every person who calls represents 
a McBee customer and should be 
treated as such. m/m 
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Eliminate Travel Time 
To and From Files! 


RAISE Production 





with ROL-DE X* by Watson! 


established 1887 





ROL-DEX is Fast 
—and Easy To Use! 


At finger-tip touch ROL-DEX records roll to the seated 
operator on silent ball bearings. ROL-DEX by Watson is 
the economical machine-filing method. All records are 
within arm's length of the seated operator. ROL-DEX is 
so easy to use that workers produce 25 to 55°, more— 
fewer people are needed for filing. Inquire now! 

















NO 
WALKING * Pat. and Pats. Pending : 
~eoea2eaeoeeoaoeoeoaae2 ae >. oe 
' WATSON MANUFACTURING CO., Inc. 1 
1 Rol-Dex Division, Dept. M-9 3 
: Jamestown, New York . 
NO ; Please send me information about ROL-DEX record units. : 
STOOPING ; 
' 1 
§ COMSERY  scecccntindncdenknesnesgenuubienmeemanemaeaie: 1 
J | 
DMO Lact a oe ee eee Fe cccicienaitnil ' 
) 1 ! 
NO 4 ; BE cacao neiameaae Te leak : 
SQUATTING 1 1 
1 1 
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Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


(Circle 756 for more information) 
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Puddle- 


Proof 





Tr's the new Morris miracle SAFE-T-SET with 
the exclusive safety feature. Tip it...tilt it...curn it 
upside down. Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET belongs on 
every office desk. Saves soiled clothing, spoiled 
tempers. Handsome modern design in your color 
and the pen with a point in your favor, a Morris 
hard-tip point. Will hold full two-ounce ink sup- 
ply and built with office rough treatment in mind. 
The new Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in the field 
of matched desk top equipment. Your stationer 
can supply you. See him today. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET 
LOS ANGELES 48, CALIFORNIA 


(Circle 737 for more information) 
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HAVE YOU CONSIDERED 


LEASING 


AN EXECUTIVE AIRPLANE 


CEE he smaller company which has a 
genuine need for an executive airplane, but feels the 
combined cost of owning and operating it would be 
an excessive drain on working capital, may well find 
leasing to be a practical solution. 

A transportation company, renting cars, station 
wagons, trucks and trailers to business firms, has 
extended its activities to including the leasing of air- 
planes. There are two major advantages offered by 
leasing as against outright purchase: (1) working 
capital is released for expansion or other purposes 
and (2) the entire cost is 100% tax deductible. 

A DI8S Beechcraft, twin-engine model (commonly 
known as_ the approximately 
$90,000. 
annual cost to own would be $30,000, assuming the 
If the money 


“Executive”) costs 
Figuring depreciation on a three-year basis, 


company purchased the plane outright. 
was borrowed, interest would have to be added. 

To lease a DI8S Beechcraft costs about $24,000 a 
year (not including cabin appointments, special oper- 
ating equipment, or optional accessories—only basic 
costs). This rental is 100% tax deductible as a busi- 
ness expense. Furthermore, there has been no capital 
investment and funds are free to work elsewhere. 

Since each company presents an individual prob- 
lem, and no two companies have precisely the same 
transportation operations, average figures cannot ac- 
curately be estimated. Cost per passenger mile is said 
to compare very favorably with that of scheduled air- 
lines, plus the convenience of being able to schedule 
flights when needed. Most important, areas not served 
by any regular airlines can also be reached. 

When airplane rental is considered, a compre- 
hensive survey covers how often flights are to be made, 
to what points flights will go, how far apart the stops 
are and how many people will be carried. ‘The lessor’s 
staff then recommends the type of plane which is best 
suited to the needs and budget of the corporation. 

A recent survey shows that company-owned aircraft 
outnumber scheduled airliners seven to one. 


"worth 


FOR EMERGENCY USE: Each Timken Roller Bearing Co. em- 
ployee gets a card to take home to keep near the phone. 
The 4” x 5” card has two messages: 1) phone number 
to be called in case worker will be late or absent; 2) 
number and procedure for family to reach man at work. 


repeating" 


















ae” 


e « « How often have you dreamed of a duplicator 
that could actually reproduce a perfect copy 
of a letter—the letterhead, signature and all— 


e « « @ duplicator that could reproduce drawings, 
illustrations and even high quality halftones 
(photographs) in black and white or color — 


e « « a duplicator that would really let you add 
color and sparkle to your sales letters, bulle- 
tins, house organs and catalog pages. 


® 

in fact, a duplicator that offers you the 
nearest thing to printing at far below 
average mimeograph costs! 


A precision-built duplitator that offers 
such years ahead features as: 


® 25 Second Color Change 





®@ New Self-Inking Drum 


® Automatic Counter 
and Shut-Off 


® Roneo-tronic 
Stencil Cutting Service 





A duplicator so simple, so fast and so easy 
to use that it eliminates those triple mimeo- 
graph “horrors” — ink-stained hands, slip 
sheeting, and frayed tempers. 

These are only some of the RONEO 500’s 
amazing features. 


seeing is believing... 


Send for your copy of Roneo’s amazing folder — 


“Mimeographing Without Stencil Cutting” 


RYNES 





ADDO MACHINE CO., INC. 


145 West 57th St., New York 19, N.Y. Circle 5-6940 
Exclusive U. S. Distributors for Addo-X Adding Machines— 
Roneo Mimeo Machines—Multo Calculators 





(Circle 703 for more information) 
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IMPREST BANK ACCOUNTS 
SAVE TIME AND MONEY 


|} Simple, 
ingenious plan 


speeds check reconciliation 


by G. W. Skilton, 


Comptroller, Connecticut General Life Insurance Company 


Editor's Note: Any firm that writes a sub- 
stantial number of checks is faced with the 
inevitable problem of reconciliation. Even 
when punch card equipment is used the 
process is costly and tedious. The simple 
plan described below is a straightforward 
solution that you may want to explore 
with your banker. 


mum For the sake of clar- 
ity, perhaps I should define an “im- 
prest bank account” before describing 
our system. It is a special account in 
which is deposited the exact amount 
of money which is going to be paid out 
over a predetermined period of time. 

We began to use imprest bank ac- 
counts about ten years ago in an effort 
to reduce to a minimum the time re- 
quired to reconcile bank accounts. ‘Two 
conditions must exist to make the plan 
applicable: we must know in advance 
exactly how much money is going to be 
paid out for a given operation and the 
volume of checks must be sufficient to 
warrant segregating them in an in- 
dividual bank account. 


Payroll Account: A Typical Example 


To handle our payroll accounts we 
open up twelve imprest bank ac- 
counts each year, one for each month. 
We tie each special monthly account to 
a particular colored check. Thus Janu- 
ary and July might be blue checks, 
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February and August, green, etc. — 
using six different colors a year. This 
use of color helps the bank in sorting 
checks and it enables a spot check of 
return checks to make sure they have 
been charged properly. 

We write about 2500 payroll checks 
a month, disbursing $600,000 to $650,- 
000 from each account. 

Let’s take the month of August as an 
example. We deposited $50,000 in our 
August account on August 1 to take 
care of checks drawn prior to the first 
payday on August 15. These “early” 
checks are usually for such 
gencies as 
termination checks. 

When the payroll for August 15 is 
balanced, that exact amount is de- 
posited in this special account. ‘Then, 
when the payroll for August 31 is bal- 
anced, that amount—less the $50,000 
advance deposit — is also deposited. 
Thus, we have deposited in the August 
account the exact amount to be paid 
out in checks that month. When the 
last check clears, the balance will be 
zero. 

Naturally, some checks are withheld 
by people and not deposited im- 
mediately. Each month when the bank 
statement and return checks are re- 
ceived, if we still have a plus balance, 
they are filed without sorting. If a zero 
balance is obtained, however, all state- 


contin- 


vacation payments and 
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Learn How Your Order-Billing System Rates 


Name, Title 





Do you know how many separate writings you 
require to get your orders shipped and billed? 


YES NO 


LI 





Have you investigated lately to see whether cer- 
tain rewritings can be eliminated? 


Lgt 





Do you rewrite orders received from branches 
or salesmen? 


bd ty 





Are shipping addresses retyped on your bills of 
lading? 


LIL 





Are these same addresses again rewritten on your 
tags and labels? 


ed (_] 





Are your invoices written separately from your 
shipping orders? 








a 





When a partial shipment is made do you write a 
new shipping order to cover items back-ordered? 














Do you write a new set of billing copies covering 
each back order shipment? 




















Do you post each individual invoice to your 
accounts receivable ledger? 


HERE’S THE QUESTION THAT COUNTS 


Would you like us to send you folders which 
illustrate how you can eliminate all retyping on 
original and back orders and eliminate posting 
to accounts receivable? 


If answer is “‘YES’’ fill in and mail to: 


In Canada: DITTO of Canada, Ltd., Toronto, Ontario 


YES NO 


218 


DITTO, Incorporated, 685 S. Oakley Bivd., Chicago 12, Illinois 




















(Circle 718 for more information) 
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now gives you the answer to your 
office copying problems in this small 
inexpensive machine designed to use 
the EASTMAN KODAK CO.’S amazing 
new VERIFAX process... 


Photostat Instant Copier 


_. for use in any office ... everywhere! 





Here is a small, inexpensive machine which 
will make three or more black-on-white copies 
of practically any original up to 842” x 14” in 
size in one minute, ready for immediate use! 


It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 


The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the 
new EASTMAN KODAK COMPANY'S VERIFAX 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 


by Photostat Corporation! 
*For over forty years, PHOTOSTAT CORPORATION has 
led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 
business use . . . every Federal, State, County and i, 
Municipal government need. 

The new PHoTosTAT INSTANT CoPIER will be sold You will be amply repaid if you get full 

and serviced by our field staff from coast to coast and 
in Canada in the same efficient manner and under 
the same conditions as now apply to our larger and photo-copying equipment. Write to 
long established models of photographic copying 


apparatus. 
PHOTOSTAT PHOTOSTAT CORPORATION 


is the registered trade-mark of 301 STATE STREET, ROCHESTER 14, NEW YORK 
PHOTOSTAT CORPORATION 





details before purchasing any office 


— or any service office in principal cities in the U.S.A. and in Toronto, Canada. 
(Circle 741 for more information) 





ments for that month’s account are filed 
together. If a minus balance is ob- 
tained, it means trouble—either a check 
has been improperly charged or an 
error has been made in the control or 
by the bank, or a check has been paid 
for an improper amount. So far, there 
have been few such items and they 
have been due to improper sorting by 
the bank. Here the color scheme is 
helpful—a green check charged to a 
“yellow” check month shows up at 
once. 


How Long To Close Out 


The August account described will 
normally have a zero balance after 
three to four months. If it still shows 
a plus balance after that time, and if 
the amount is small, we credit it to 
Miscellaneous Profit and Loss, charg- 
ing that account if the check ever 
shows up in the future. If the plus bal- 
ance is large (only once in our almost 
ten years of experience), the amount 
can be found quickly by running down 
the payroll cards for that specific 
amount. 

Sometimes an employee loses a check. 
By looking for the right-hand digit of 
the number, in these cases we can find 
whether it has been paid. If it has not 
been paid, we issue a duplicate. If it 
has been paid, we can take such ac- 
tion as the case will warrant. 


How The Plan Saves Money 


As can be seen, we have no recon- 
ciliation problem at all if the account 
ultimately shows a zero balance and if 
no checks are lost. Nor is there any 
necessity for reconciliation if the ac- 
count ultimately shows a small plus 
balance and no lost checks. Even when 
a check is lost or a large plus balance 
is discovered it requires only a few 
minutes to discover and handle the 
problem. 

We have made no estimate of the 
actual dollar savings to us but we know 
it is appreciable. Best evidence is that 
we are currently using the plan for 
salaries or wages, commissions, special 
funds, medical fees, installment pay- 
ments, and other disbursements where 
there is a predetermined total or con- 
trol. Plans are under way to extend the 
system even further. m/m. 
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SAVE 3 WAYS 


with STEEL 
TRANSFER FILES 
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It’s a fact. Herring* Hall* Marvin 
Steel Transfer Files save money by 
doing away with frequent replacement 
of old-fashioned wood or fibre con- 
tainers. These steel files are made for 
performance, and you'll always be 
able to add to your equipment from 
the same reliable source. They save 
space by stacking to the ceiling with- 
out aid of shelving. They save loads 
of time often lost by looking up 
records in makeshift boxes or hard- 
to-handle containers. 


Send for Catalogue 


Don’t delay this. Time for the annual 
transfer of records is just around the corner. 
We'll send catalogue and detailed price 
information promptly upon receipt of your 
request. 


HERRING - HALL-MARVIN 


SAFE COMPANY .#<. 
Hamilton, Ohio a. 5s 


(Circle 761 for more information) 
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thought starters 


Thought Starters deal with a “practical 
solution to a management problem.” Con- 
tributions are paid for at our normal space 
rates. 


lA. 
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"Talking" suggestion box 
stimulates employee response 











$ Eugene A. Conklin 
Ne}#-4 Golden, Colorado 


Suggestion boxes are a familiar sight 
at many plants and offices, but workers’ 
responses are sometimes hard to evoke. 
One chain of Canadian department 
stores which believes that employees 
“off their 
any thoughts or suggestions re- 


should be encouraged to get 
chest” 
garding a company management, have 
designed a special recording booth. 
Approximately the same size as a tele- 
phone booth, 
stalled inside, with instructions for its 


a tape recorder is in- 


use. 

Employees can dictate a letter men- 
tioning ideas for improving over-all 
efficiency, safety, customer or employee 
relationships, or anything at all that 
they feel like communicating to man- 
agement. They may make as many 
tape recordings as they desire. ‘They 
indicate their name and home address. 
The taped messages are carefully con- 
sidered by management executives. 
Every recording is acknowledged with 
a personal note sent to the worker’s 
home. Checks in amounts ranging 
from as little as $2 to payments as high 
as $100 are presented for acceptable 
suggestions. Operation costs are low 
as tape can be erased and used again. 


tl AL. 
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Sound volume control 
cuts scrap, boosts output 








A methods engineer in Minneapolis- 
Honeywell’s aeronautical division has 
“industrial steth- 
that speeds up burnishing op- 


introduced a unique 
oscope” 
erations while reducing scrap loss and 
operator fatigue. The new system util- 








A message to users of ONE-TIME CARBON FORMS: 


+d 
6] On Every Thousand Typed Forms! 


Here’s A Typical Example: 


Company ‘‘A”’ used a 5-part 82 x 11 one-time carbon 


form. 100,000 per year. 


The cost of the one-time carbon paper for 1,000 of those 


forms was on ee hecsppeeebbee aed us aioe $11.76 


When Company ‘‘A”’ switched to Repeat-O-Pak reusable 
floating carbon paper with continuous forms, the cost of 
the carbon paper per thousand typed forms dropped to 


only ‘ ey vishal. ae cdonjics esaaivuntonadanee eae ea na nO $ 1.15 
Carbon Paper Savings On The 1,000 Forms................. $10.61 


Multiply that by 100 and you can see that Company “‘A”’ 
is NOW saving $1,061 every year on the 100,000 forms 
they write! 


Take a tip from some of the shrewdest office managers in the country — 
men who control the forms-writing methods of companies like the Chrysler 
Corporation, Republic Steel Corporation and Santa Fe Railroad... 


It will pay you handsomely to get the facts. Just send us a sample of your 
form, the approximate yearly quantity used, and the name of your forms- 


writing equipment. We'll gladly make the analysis for you at no obligation. 


opeat- (+ Pa 


STANDARD MANIFOLD COMPANY Dept. 410-52 


Carbon Papers ¢ Inked Ribbons e 333 W. Lake St. © Chicago, Ill. © Offices in 
Principal Cities . In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 





*floating carbon paper for continuous forms used on all kinds of forms-writing machines 
_ 1B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 


tAverage Cost. 
(Circle 747 for more information) 





izes the fact that the volume of sound 
in such finishing operations is in di- 
rect proportion to the amount of metal 
being removed. By 
phone, amplifier and earphones (or 
speaker), sound from the burnishing tween scrap and a finished product. 
wheel is amplified to guide the oper- Operators formerly were prone to lean 
ator in holding extremely close toler- over their machines to “hear” how 
ances. Tied in with the operation of | much metal was being removed by the 
the stethoscope is an electronic com- — burnishing wheel. The new system not 
parator to check dimensions. This in- only obsoletes this practice but reduces 
strument is accurate to five millionths fatigue since the operator can monitor 
of an inch. the operation while sitting in a nor- 
The new system, mal, comfortable position. 


burnishing machines, has reduced 
scrap loss by minimizing “over shoot- 
ing’ of the tolerance point. It takes 
only one-fiftieth the thickness of a hu- 
man hair to mean the difference be- 


using a micro- 


installed on two 
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Here's the newest 10-key adding machine with a unique 

keyboard that adds faster than any other.* Its new features, 
especially its fool-proof keyboard and extra capacity, 

add up to more machine for the money.* Why not try it for a week 


in your office at our expense? 


* Ask your Monroe salesman 
ig sn Pe ‘ ais M O N R O E 
CALCULATING, ADDING & ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY, INC., General Offices, Orange, W. J. 


(Circle 735 for more information) 
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Consecutive imprinter saves 
check writing costs 

A trial installation by the U.S. Treas- 
ury Department, in Philadelphia, for 





National Life Insurance’ dividend 
checks, indicates that a new model 
consecutive imprinter will save approx- 
imately $6,000 annually in the process- 
ing of checks. 

Vouchers typed on regular line-hole 
punched, continuous feeding fan folds 
are used directly from the electric type- 
writers (after proofreading) as masters 
for automatic check writing on the ma- 
chine. Imprint is from black carbon 
deposit on reverse side of typed vouch- 
er. Names, addresses and amounts are 
chemically transferred to punch card 
government checks by the spirit dupli- 
cating process. 

The Philadelphia U.S. Treasury 
operation can process up to 4000 checks 
an hour. It eliminates hand feeding of 
checks, permits skipping of errors or 
unwanted items, and eliminates the un- 
certainty of the human element. 

For more information, Circle num- 
ber 775 on the Reader Service Card. 
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New air delivery service 
slashes shipping rates 

Starting October 1, United Parcel 
Service, through its subsidiary—United 
Parcel Service-Air, will offer coast-to- 
coast air delivery for packages at rates 
substantially lower than air express or 
air parcel post. They will join with 
certificated airlines to put coast-to-coast 
delivery on a two-day basis, at rates 
economically practical for every ship- 
per or receiver. 

Shippers will be linked with their 
customers in New York, Philadelphia, 
Detroit, Chicago, Los Angeles and San 
Francisco and will also carry shipments 
to San Diego, Seattle and Portland. It 
is felt that the new service will attract 
many packages now moving by surface 
parcel post in view of the dependability 
and speed offered at rates only slightly 
more than the newly increased parcel 
post rates. 

Charges on a five pound package be- 
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tween New York and Los Angeles will 
be $1.80 via United Parcel Service-Air, 
compared to $5.77 for air express and 
$4.00 for air parcel post. Rates apply 
uniformly for one pound to one hun- 
dred pounds and include delivery in 
surrounding metropolitan areas for 
each city, under through billing and 
single carrier responsibility. Size and 
weight limits are 100 inches combined 
length and girth and 100 pounds com- 
pared to 72 inches and 20 pounds for 
coast-to-coast parcel post. 

Additional features are: a simplified 
write-up system eliminating compli- 
cated bills of lading; responsibility for 
loss or damage claims up to $200 per 
package at no extra cost; acceptance of 
checks from the consignee in payment 
for C.O.D. deliveries; two additional 
attempts to deliver without’ extra 
charge if delivery cannot be made on 
the first attempt. 

Previously, many firms were not in a 
position to buy from distant suppliers 
in large enough quantities to make 
shipment by air economical. Now, how- 
ever, these firms have the advantages of 
a fast, low cost service for their smaller 
packages, 

The new air service will use sched- 
uled airlines for the movement be- 
tween cities. Ground delivery opera- 
tions will be handled in the same man- 
ner as its present familiar delivery 
service. 

For more information, Circle num- 
ber 777 on the Reader Service Card. 
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Addressing machine speeds 
and improves inventories 


R. K. Mooney, Ass't. Treas. 
Hartford Despatch and Warehouse Co.., Inc. 
Hartford 1, Conn. 


One of the main responsibilities in- 
cluded in our service to the public is 
the accurate reporting of the physical 
inventories taken the last business day 
of each month. As costs have spiraled, 
we have studied ways and means of 
decreasing clerical expense in this in- 
ventory reporting and billing. We had 
already decided to purchase an address- 
ing machine to handle recurring pay- 
roll operations and to address weekly 
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Get ALL the economy of centralized dictation [ 









1. You dictate over the 
special phone...no wait- 
ing for a steno. 





ya Many dictators served 
by one central recorder 
and operator. 








2. Letters come 
back faster for 
signing ... time 
and work saved! 









PhonAudograph advance features 
make dictation-by-phone practical! 


Only PHONAUDOGRAPH has 
these built-in benefits! 


1. Privacy of dictation...other phones 
“locked out” against eavesdropping. 
2. Unlimited listen-back . . . to all or 
any part of your previous dictation. 

3. Same-line communication with the 
operator for special instructions. 

4. Simpler push-button controls which 
anyone can use without practice! 








a 


“FULL CONTROL” TELEPHONE DICTATION 
PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) 


sales and service in 200 U.S. cities. See your Classified Telephone Directory 
under ‘‘Dictating Machines.’’ Canada: Northern Electric Co., Ltd. Abroad: 
Westrex Corp. (Western Electric Co. export affiliate) in 35 countries. Made 
by The Gray Manufacturing Company—established 1891—originators of the 


Telephone Pay Station. 


TRADE MARK *‘AUDOGRAPH'"’ REG. U.S. PAT. OFF, 





Dictation by telephone can be the greatest money-saver in your office 
today’! It cuts dictation and stenographic time in half . . . speeds corre- 
spondence . .. gives you fastest signature service. 


But experience shows that the success of telephone dictation depends 
on the key features listed at the left—features which give you “full 
control” over your dictation—assure you of all the cost-cutting benefits 
of this new method. 


These are the exclusive advance features of the amazing Gray 
PhonAudograph— proved in important installations from coast to coast. 
Mail the coupon for the complete story! 


f% 
The Gray Manufacturing Company ¢ | EZ 
Hartford 1, Conn. 


Please rush your new free booklet J-11 on how to save 
time, work and money with PhonAudograph dictation. 

















NAME 
FIRM TITLE 
ADDRESS CITY 


(Circle 724 for more information) 


























as 
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as 
child'‘s 

















ADDO -X puts 


your figures in order 


DDO MaAcHINE CO., INC. 


Ms WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Emme © © Ciniputery Adie’ Adding Moshings 
Multo Calculators — Roneo Mimeo Machines 





(Circle 702 for more information) 
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T at's because ADDO-X's 
new symmetric keyboard is 
especially designed to fit the 
hand ... thus increasing speed, 
accuracy and simplicity. 


But that’s not all! 


The exclusive STEP-O-MATIC 
LEVER makes the ADDO-X 

a calculator as well when 
used for multiplication .. . 
permits automatic step-over 
to the next higher unit without 


using the O-Key. 





This . . . with ADDO-X's 
symmetric keyboard, “live” 
Repeat and Repeat/Subtract 
key .. . makes ADDO-X the 
most advanced adding machine 


on today’s market. 


Write for new, illustrated 
folder and full details. 





statements in our Central Billing Office. 
We realized after seeing the equipment 
that here was something around which 
we could also build a new system of 
inventory reporting. 

Under our previous set-up, each of 
our warehouses typed their monthly 
inventory reports using a 5-part form. 
One copy of this report was mailed 
immediately by the warehouse to our 
customer to verify the account’s stock 
records with ours. Duplicate copies of 
the report came from each of the four 
warehouses to our Central Billing 
Office in order that we could invoice 
the customer. ‘To do this, we had to 
insert the appropriate storage rate 
against each item listed on_ these 
lengthy reports. 

For one reason or another, the de- 
scription of the commodity shown on 
the report might differ from any de- 
scription previously recorded in the 
Billing Department. Shippers would 
create this problem by varying the 
description of their products on sepa- 
rate consignments to the warehouse. 
Also, an inexperienced typist at the 
warehouse could unintentionally alter 
the description of an item by omission 
or misinterpretation. The rate clerks 
in the Central Billing Office were often 
at a loss to find a rate to correspond 
with the description. We had to waste 
considerable time in checking descrip- 
tions with the warehouses. 

After a thorough survey, an address- 
ing machine with a single column lister 
was purchased and the following pro- 
cedure was established: 

Each item which a_ storage ac- 
count stocks in our warehouses is em- 
bossed on a plate. These plates carry 
a complete one line description and 
the storage rate per month of the par- 
ticular item. The item plates are pre- 
ceded in the drawer by the account 
plate. Every twentieth item plate in 
the drawer is tabbed in position No. 
12 signaling the end of the inventory 
form. The last plate for each account 
is also tabbed in this position. 

Prior to the end of each month the 
inventory lists are imprinted. ‘The 
account name and address are im- 
printed from the first plate on the 
upper left hand side of the form. The 
inventory form is then inserted in the 
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lister and the item plates are listed. 
The inventory lists are sent to the 

proper warehouse where material is 

located. The warehouse clerk writes in 














stock resort «= 8588 
Sct i908 
ARTFORD DESPATC 
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the quantity of each item on hand us- 
ing a ball point pen as she verifies the 
physical inventory. One copy of the 
inventory is immediately sent to the 
account. The balance of the form is 
returned to the Central Billing Office 
where the extensions are made also 
with a ball point pen. The statements 
are then ready to mail and the billing 
is complete. 

In addition to the time saved by this 
new rating procedure, we have also 
reduced the amount of typing which 
the warehouse offices have to do. Only 
descriptions of new items for which we 
have not prepared plates, need now be 
typed. 

For more information about applica- 
tions of addressing equipment to other 
purposes, Circle number 776 on the 
Reader Service Card. 
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How two big companies 
spread engineering manpower 








Two industrial executives recently 
described the steps their firms have 
taken toward more effective utilization 
of engineering manpower during the 
present acute shortage of engineers. 
Guy Kleis, manager of the Central 
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You Can Cut Many Costs 
With OZALID Copies! 








End the costs of re-typing . . . proofreading 
...and human errors ... by replacing your 
manual copying methods with Ozalid! 


With the efficient desk-top Ozamatic ma- 
chine, you make direct copies of paperwork 
—letters, invoices, accounting reports, charts, 
or practically anything written, typed or 
drawn on ordinary translucent paper! Your 
first copy is ready in seconds—clean, dry and 
ready-to-use—or up to 1,000 letter-size copies 
in an hour, for less than 11/4¢ each. 





Wherever you have a copying job, chances 
are you can cut costs by using Ozalid! 














See how ORDER HANDLING is Simplified 
by using OZALID copies! 


Speeds Up Order Filling! Expedites Shipments! 


Use Ozalid copies of parts of original 
order for packing memos... . bills of 
lading ... delivery slips .. . labels. 


Send Ozalid copies of original order, 
quickly to inventory control ... to 
stock locations . . . to customers as 
acknowledgment, and to file. 





Keeps Billing Current! Send coupon for full 





details, or call the Ozalid Oz, — a rae 
Enter prices, extensions and total on distributor listed in the | Gen LID, pt.M ri, 
; : classified pages of your J ant! Aniline M.-12 
original order and use Ozalid copies phone book under Dupli- i — City, & Film re ] 
for customer invoices .. . for accounts cating Equipment and Mation v° > Please .. 5 
ceivahle Giles i ee Supplies. / " Your Q,2,"d me full ; ! 
receivable files . . . sales records. @Mmatic m4 "l! infor. 
/ Name chi ] 
/ Company ieee / 


City 
Check : ee 
l] ferese: the APPlicarj. 





Greates, ~ 





gg i. oy A A Li Cc 
Costs...use 
I QO General QO Accounting 
ras 
‘ “J Order Hand}jn : 
Johnson City, N. Y. A Division of General Aniline & Film Corporation. _— — - 
“From Research to Reality.” 
Ozalid in Canada— Hughes Owens Ltd., Montreal 
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Technical Departments of the West 
inghouse Electric Corporation of Pitts- 
burgh, explained the Westinghouse 
“Three-Point Program” and Chester L. 


Brisley, chief industrial engineer for 


the performance level of both profes- 


sional and supporting personnel 


through educational assistance. 


At Westinghouse, experience — has 


proved that business administration, 





“Engineering area’ jobs (a bach- 
elor’s degree in engineering or science) 
were “purified” by the delegation of all 
to clerks and _ tech- 


15% to 


extraneous detail 


nicians. This resulted in a 


duction or management problems by 
making use of the work sampling tech- 
nique, defined by Mr. Brisley as ‘‘an in- 
telligent application of the laws of 
chance.” At the Wolverine Tube Di- 


the Wolverine ‘Tube Division, Calumet liberal arts, and law graduates, with 20% increase in engineering output. vision the technique was used to de- 
& Hecla, Inc., of Detroit, told of the supplemental training in engineering The educational program,  estab- termine time study allowances. Work 
“sampling” techniques his firm used. fundamentals and industry methods, — lished to meet the varying needs of all — sampling requires only a fraction of 

According to Mr. Kleis, the “Three can perform in “fringe area” jobs as employees, includes study at affiliated the man-hours needed to make con- 


Point Program” at Westinghouse in well as engineers and derive more hon universities and a technical institute tinuous time studies and Mr. Brisley 


cludes (1) employing non-engineers for est satisfaction from the work. They program for high school graduates, claims that the data is sufficiently ac- 


“fringe area” jobs; (2) purifying “en- — possess equal or greater potential for with Westinghouse refunding tuition. curate. Observers need less training 


gineering area” jobs; and (3) raising advancement into management. The gamble can be taken out of pro- than a qualified time study man. m/m 












| LIKE IT — FROM COVER TO COVER 


Never had a booklet read so 
fast and tell me so much! 


PRINTER 










IT’S INTERESTING — ALL THE WAY 





I got more information in less time 
than ever before. 


PURCHASING 










| THINK IT’S 
PERFECTLY FASCINATING! 


Before I knew it I had read the 
whole book — and I learned a lot. 


... distinctly more than fine quality... 
it’s €000/ furniture in an 


office planned for 





First Wisconsin National Bank, 
Milwaukee, Wisconsin. 
Leopold Installation by 

S.J. Olsen Co., Milwaukee, Wisconsin 


beauty, convenience, efficiency 








Enjoy a modern office, designed around 


Leopold furniture of distinction, for beauty, 


THEY ALL AGREE IT’S 
EASY READING ... 


convenience and greater efficiency. Your Leopold 


dealer provides the plus service of complete 


Keqpold 


DEALERS PROVIDE 


and interesting ... because it 
takes them behind the scenes 
and shows them how U.S.E. 


office planning assistance. His counseling service 


can be invaluable in selecting color schemes, 





lighting, sound proofing, drapery, floor one — = i _ . ye 
coverings that complement your office OFFICE-PLANNING papal cig — 
... giving it a relaxing, “living room” SERVICE 1 
atmosphere that lowers tensions AT it’s FREE to you.. 


NO EXTRA COST 


and raises personal production. It bp a Pingt save time, save money 
and make the best impression in your 
mailings and packaging, because it tells 
a story that will convince anyone that 
there is greater security, longer life and 
more real economy in controlled quality 
envelopes, as made by U.S.E. Ask your 
envelope supplier for a free copy. 


A modern office pays for itself many 
times over. Write for the name and ad- 


dress of your nearest Leopold dealer, today. 





rm 
Member: Wood Office Furniture 
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by Cc. DB. Clawson, Pres., Ferro Corp., Cleveland, Ohio 


mmm Phe spirit of ‘still belonging” 
is expressed daily in letters received from our 
ten foreign subsidiaries throughout the world. 
After talking shop intelligently and energet- 
ically, most letters end with some interchange 
of personal data which helps overcome those 
common feelings of homesickness. 

Through the years I have learned four keys 
to maintaining a staff, both competent and 
happy, for overseas assignment. 


Select Responsible Personnel 

Pick top people and give them full responsi- 
bility. We look for know-how, adaptability, 
and self-reliance. We ask: can he do the as- 
signed job, does he enjoy new people, places, 
and challenges, and can he make independent 
and responsible decisions? Instinctive ability 
to grasp the foreign point of view is almost as 
important as ability and training. Our Foreign 
Division is always headed by an executive of 
extensive overseas experience, who, by train- 
ing, and often by birth, is perfectly at ease both 
at home and abroad. His assistants must like- 
wise be sensitive to both the language and 
customs of other peoples. 


Keep Men Moving 

The Foreign Division is no place for arm- 
chair strategists. Handsomely bound charts, 
graphs, and reports are important, but only 
up to a point. To find out just what such 
data means, one of our technical men, admin- 
istrators, or sales experts is always going abroad 
to “see for himself.” He gets the kind of 
information you just can’t pack into a hatful 
of memos. At least once a year the President 
or the Foreign Division Head makes an exten- 
sive tour of inspection of foreign subsidiaries. 


Keep Mail Moving 


There must be an exchange of letters between 


Foreign 








personnel relations 


each subsidiary and the Foreign Division at 
least once a week. This rule is usually broken 
in favor of daily communication. We try to 
make our overseas personnel feel part of a scat- 
tered but friendly family by giving them a 
bird’s eye view of our whole operation. A 
typical week’s mail to one of our subsidiaries 
might include: 
Specific information on current work. 
Bulletins on over-all strategy and_ policy 
from the President or Board Chairman. 
Newsletters detailing company developments 
all over the world. 
House organs with familiar names and ex- 
citing gossip. 
Personal letters from other subsidiaries dis- 
cussing mutual problems. 


Inter-subsidiary correspondence pays off not 
only in increased morale, but also in cold cash. 
For example, our Brazilian company needed 
some highly specialized equipment which they 
could not get from the U. S. or Great Britain 
because of the dollar and sterling shortages. 
One of our alert administrators in Germany 
got wind of the situation, and today, Dussel- 
dorf is providing the required material for Sao 
Paulo, more than 5000 miles away! 


Inject an International Spirit 

The domestic policy makers, the production 
chiefs, the sales managers, the research engi- 
neers, the stockholders, and the men in the 
shops should be oriented and interested in for- 
eign business and peoples. We are currently 
engaged in a company-wide campaign to make 
all our employees “go international.” ‘There 
is already a feeling of kinship and understand- 
ing between personnel here and overseas. 

By maintaining this spirit of association and 
belonging, our personnel function better both 
as employees and as human beings. m/m 
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"IN OUR OFFICE 


° 
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SU Aomesivy 


an pomovalle” 
For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 
map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 


dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 


And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There’s no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they’re easily 
removed when necessary! 

dealers: Be sure your stocks of Avery Labels 
are complete for all office needs. Free sales aids— 


displays, mats and literature are available. See 
your Avery salesman or write for samples today! 


type, stamp or write on them 
--.you'll save time and money! 


Selt-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


V-6281 (Red and Blue) (Red) 


V-812 Special Delivery | ¥-5052 
V-1216 V-6282 (Yellow and Green) (Yellow) 


V-5053 - 
(Green) 





V-808 —iIlustrations are 
V-508 one-fourth actual size 


V-1224 


AVERY ADHESIVE LABEL CORP., Resale Div. 150 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 
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Are we passing u 
this wey to obve ? 





[> 


fa Research Institute of America, in a copyrighted report 
on management methods, calls attention to the fact that more 
and more companies are studying the use of duplicators to 
make worthwhile savings. Later on the report says:— 


“Stencil duplication, an old and widely-known method, 
is used almost universally for house organs, bulletin 
board announcements, work order details, etc. If you 
haven’t checked the newer models though, you may 
be surprised at the innovations introduced since you 
acquired yours?’ 


If you would like a complete copy of the above report—like to 
have full information about the new product (and process) 
developments of MODERN mimeographing that save time and 
money, simply mail the coupon below. A. B. Dick *® mimeo- 
graph products are for use with all makes of suitable stencil 
duplicating products. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 


® MEE a 


A. B. DICK COMPANY 
5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 


Without obligation please send me information about MODERN mimeo- 
graphing. 


Name 


MM-1153 








Organization 
Address 
City. State 
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Legal protection 


for your firm against 
hearing loss courroscisions noicare 


TREND IN 


ee Last year, the Wiscon- 
sin Industrial Commission ruled that 
deafness due to industrial noise is an 
occupational disease, rather than an ac- 
cident. It held the employer (in this 
case, the employer's insurance com- 
liable for the claim. 


pany) A. sixty 


year old drop hammer operator who 
showed a 13.5°% loss of hearing in both 
ears was the recipient of the award. 

Although the Commission acknowl- 
edged that some loss was due to his ad- 
vanced age, they ruled most of the loss 
was due to exposure to “excessive noise 
in his occupation.” It was not estab- 
lished when the actual loss of hearing 
took place. It is conceivable that he 
had a hearing impairment at the time 
employment was begun. 

New York Courts have also held that 
deafness is an occupational disease, and 
that a worker is entitled to damages 
even though he has lost no time from 


INTERPRETATION OF OCCUPATIONAL DISEASE 


work or loss of wages. Payment of 
damages is made for a physiologic loss 
as distinguished from an economic one. 
The Wisconsin ruling, however, has 
further than the 
New York decisions in granting an in- 


gone several steps 
terlocutory award with some immedi- 
ate damage payment. This has many 


far-reaching implications. 
Decision Establishes Precedents 


The Wisconsin Industrial Commis- 


sion chose this as a test case from 
among some 75 hearing loss claims 


pending at the time. Consequently, 
this award will probably serve as a pat- 
tern in reaching settlements of others 
pending, as well as those filed in the 
future. Even though the worker has 
continued to work and has suffered no 
loss of earnings, it establishes that the 
Further, 


loss must be compensated. 


that compensation must be arrived at 
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Mito AUDIOGRAM 
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SEERA GREENS Geen Ge come 


Audiometer readings of a worker's hearing 
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without regard for any correction 
which might be effected by hearing 
aids or any other appliances for audi- 
tory rehabilitation. 

Unlike the New York decisions, 
where none of the compensation was 
to be paid until after a period of two 
years, this award provides for payment 
of 75°; of the amount at once, with the 
balance deferred. Such action might 
seriously hamper the operations of a 
concern threatened with multiple suits 
at one time. 

The award in the case was interlocu- 
tory. This means that the employee, 
at any future time, may claim and be 
given further compensation if re-exam- 
ination shows he has incurred further 


hearing loss. Even though he has ter- 
minated employment with the com- 
pany, he can make his claim. 

Finally, the statute of limitations is 
no defense whatsoever, unless the em- 
ployer has pre-placement hearing tests 
to prove the employee had the hear- 
ing loss prior to employment. 


A Hearing Test Program 


For full protection against future 
claims, industry should make audio- 
metric hearing tests a part of every pre- 
employment examination. It is also 
advisable for them to extend these tests 
to include persons already on their pay- 
roll. In the case of companies having 


periodic medical checkups, it should be 
made part of the regular examination. 

The basic instrument used in ad- 
ministering hearing tests is an audio- 
meter. These are available in many 
models suitable for any size company 
and to cover a range of many types of 
hearing tests. They are designed for 
simple operation. ‘The plant nurse, or 
a member of the personnel department, 
can easily be taught to give tests in a 
short time. 

An audiometer and a fairly quiet 
room are all that is needed to initiate 
a program. The cost of administer- 
ing the tests is very small, and a com- 
plete audiogram can be made in less 
than four minutes. 


it can cost you plenty: 


States allowing compensation for tempor- 
ary disability in addition to allowance for 
permanent partial disability: 


JURISDICTION 1 EAR 2 EARS 
Arizona ire . $1,100 $3,300 
Arkansas® 6. 9)cn54: 1,000 3,750 
Colorado eetsis ; 980 3,892 
Connecticut ...... 1,872 5,616 
Delaware lees it 1,560 3,120 
District of Columbia ws $826 7,000 
Federal Employees’ 

Compensation Act . 6,300 24,200 
fe OY nr ae re are ee 875 3,750 
Longshoremen and Harbor 

Workers’ Act .... re 1,820 7,000 
LUT) Sai aa Canine ny A FS 600 1,560 
MIANUIANG:  Solks ccs ye te 1,250 3,750 
Massachusetts .... Pee (a) (a) 
Mississippi ...... bine 1,000 3,750 
Nevada Ws eae ent 1,700 5,100 
New Jersey ..... er 1,800 6,000 
New Mexico ..... Book 1,050 4,050 
North Carolina .... oo ooo 4,500 


(a) Specified schedule in addition to all other compensation. 
(b) Commission may provide benefits up to maximum of 200 weeks. 


($6,260) 


(c) Commission may provide benefits up to maximum of 100 weeks. 
$3,000) 


WHAT THE STATES ALLOW 


JURISDICTION | EAR 2 EARS 
North Dakota ........ a 1,100 3,740 
MS orc, cits Sete c- vies eevee 805 4,025 
CIPRO YS icc Sek Wi earn 2,700 8,640 
Rhode Island ....... rele 1,200 3,000 
Tennessee ..... erred 3,750 
NBPMRD MES. cisioo'laieer ida tiaeale (b) (b) 
WHESRINGION. 5.004 0505-00 1,140 4,109 
RROMMEND. (3 Gi eaiw do sects 1,850 12,333 

(9) (g) 
Wyoming ............... 1,525 3,000 


States allowing compensation for tempor- 
ary disability in addition to permanent par- 
tial disability with certain limitations as to 
period of payment: 


CAIHOIINS <0. <5 ssakie otis (h) (h) 
eee ais. ets a aiteg ers $1,400 $5,250 
YES | er Leer 3,600 
Mi rent ole yas ne 1,700 4,250 
SenIMNIAY £0,8 ergh, See gt 2,025 5,400 
Rs CR et 625 2,500 
ONTUIN: Scan hsaiecarcenlow.s 1,575(e) (e) 


Note: This data taken in part from information prepared 


by the United States Chamber of Commerce, 
Washington, D. C. and 
OCCUPATIONAL HAZARDS Magazine. 


JURISDICTION | EAR 2 EARS 
i) a a rr ae 1,760 5,440 
MOGIINS. .. .hc1sin acces 687 4,125 
i) i ee ae 1,300 2,600 
New Hampshire ......... 1,260 5,100 
Ma TOI sou chee. 1,920 4,800 
VERONONE is cassie Ds isin. wie 1,063 4,750 


States allowing compensation for tempor- 
ary disability. It is deducted from the 
allowance for permanent partial disability. 


ED Fa 3, iig  Leatod $1,150 $3,450 
ee Pak esee 1,400 4,900 
LeGianh §.¢.....25S0a04%K08 (c) (c) 
RSET os gcj cules co alive (i) (i) 
NOE 0a ais SO alates 1,320 5,040 
Oklahoma .......... iat (d) (d) 
Pennsylvania ............. 4,500 
South Carolina .......... 1,750 3,750 
i ON ae eee aon 3,000 
Wining ic ctaceas 1,000(f) (f) 
West Virginia ..... Se naa, (i) (i) 


(f) During 1952 loss was increased on one ear to $1,250. 
(g) Law covering gradual loss of hearing due to industrial noise exposure 


is based on wage loss with maximum recovery of $3,500. It be- 


came effective July |, 1953. 
(h) Aggregate amounts for schedule not determined. 


(d) To be fixed by commission but not to exceed $3,000. (i) Based only on loss of earning capacity. 


(e) During 1952 loss was increased on one ear to $1,800. 


both ears. 


(j) Up to 40 weeks ($1,200) for one ear. Up to 120 weeks ($3,600) for 


el] 
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FREE % EXECUTIVES 





-.- helps your secretary improve 
the appearance of your letters! 


New aid for your business correspond- 
ence! Slips into typewriter under 
letterheads... helps your secretary set 
correct margins and center every letter 
perfectly. Cuts down retyping...saves 
time and paper. Write for yours today 
—use coupon below. 


Also free: Test Kit of Coupon Onion Skin 
—companion paper to famous Coupon 
Bond. This new 100% rag onion skin 
is the world’s finest for copies, rec- 
ords, thin letterheads and advertising 
literature. 





e es ee 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass., Dept. M-6 


Send your FREE Letter Placement Guide 
and Test Kit of Coupon Onion Skin: 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 
BED TYPERITE 


INDEX TABBING With 













___ Blank Insert 
Strips 


oe For Titles! 
















Pica Spaced Inserts!’ 
"Lh Am 
Accwstely | SAVES 567. TYPING TIME 
pita aoe On Typing |, 2 or 3 Line Titles 
tr ~~ ad @ Typing is Faster, Easier 
| Typewriter Use.” @ Always On a Straight Line! 
: | @ Titles Are Neater, Cleaner! 
An @ Ends The Need For Tedious, 
‘ | : ‘AICO ? 4 Fatiguing Soft Roller _— 
UJ Exclusive! 











a 
aT ant, 
sr 10 sare" =a qui 
em r sort ROLLER © s 
"Oo 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 


AIGNER 
INDEXES 





97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
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INTERVIEWING PROCEDURE 
CHANGES DURING THE 
PAST 25 YEARS 


by Harry L. Wylie 


Ass't. Treas., Pure Oil Co. and Past Pres, OMA of Chicago 


‘ininiinnninnNN Personnel management, as a spe- 
cialized facet of management, was still in its in- 
fancy 25 years ago. ‘Times were good and work 
Even with a tight labor market, 


employment interviewing was pretty much of a 


was plentiful. 


cross-examination in 
asked the 


which the _ interviewer 


questions, slanted almost entirely to 
the vocational aspects of the applicant’s past. 
How much experience has the applicant? How 
much money does he want? When can he come 
to work? Interviewing techniques did not ma- 
terially improve until 1938 and thereafter, when 
the diagnostic or planned interview came into 
the picture. 


Human Relations are Important 

A whole series of changes took place, all hav- 
ing their influence on improving interviewing 
and selection. Personnel shortages started to de- 


velop in 1939—oflice costs started to increase— 





COMPARISON OF INTERVIEW METHODS AND 
CONDITIONS 1928 vs. 1953 











The Acco Fasteners 
in Accopress Binders 
bold from 2 to 2000 
sheets. Capacities 
from 1 to 6 inches. 








So 
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ACCOPRESS 


BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
papers. Made of fine pressboard. Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records,—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


stationer. 


In Canada: 


Acco Canadian Co., Ltd., Toronto 








Various persons 


Various types and 
forms of aprlication 
blanks were used. 


Varied. 


Usually not. 

Hit or miss by random 
interrogation. 

Rarely. 

To fill a job. 


Very few companies 
trained the applicant. 


Usually did not know 
what qualifications 
were required. 
Indefinite. 








guide? (weighted 
questions) 
Conducted by whom? 


Use of application 
form? 


Atmosphere of 
interview? 

Held in privacy? 
Type of interview? 


Use of aptitude tests? 

Purpose of interview? 

Use of pre-employment 
training? 


Job specifications? 


Salary? 





1928 Basis of Comparison 1953 
Average—15 minutes Length of interview? 45 to 60 minutes 
No Planned interview? Yes 
No Use of interviewer's Yes 


Office or personnel 
manager. 
Well-prepared qualifi- 
cation record now used. 
Serves as basis of 
interview. 

Planned for physical 
and mental comfort. 


Yes 
Diagnostic by planned 
interrogation. 
Frequently. 
To select an incumbent 
who is qualified to do 
the work. 
Most companies intro- 
duce new worker 
through training. 
Majority of companies 
have established job 
specifications. 
Based on job 
evaluation. 








greater use was made of office machines—jobs 
were carefully studied and a real effort was made 


to balance the job and the incumbent. 


It was discovered that the interview produced 
better results when the applicant was encour- 


aged to talk by well-worded questions. 














In the interview, management sees an oppor- 


tunity to sell the company and to explain what 
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is desired from the applicant. 


used 


extensively 


Aptitude tests, 
during World War II, are 


widely used now as an aid to selection. m/m 











Do you have 
a similar problem? 


A medium-sized company required monthly 
chain store reports and other sales analyses 
by product, territory and salesmen. 


The company considered carefully the in- 
stallation of punched card equipment to do ' 
this work. However, since they had only part- 

time use for such equipment, they could not 
justify the cost of leasing it. 


What was done: 


The company learned of our statistical service 
and turned these operations over to us, 


They now get month and year to-date com- 
parative reports in complete detail which are 
prepared promptly by our experienced per- 
sonnel on our machines. 


The time to start 


saving is now 





In addition to sales analyses, perhaps your 
payroll, inventory, accounts receivable and 
other accounting reports should be prepared 
on punched card equipment for greatest 
economy. 


Let us tell you how other organizations have 
profited by our service. 


RECORDING & STATISTICAL CORPORATION 


CHICAGO - BOSTON: DETROIT- MONTREAL - TORONTO 


100 Sixth Avenue, New 


York 13, N.Y. 


WOrth 6 
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tbh the 
expert 


THIS MONTH'S EXPERT 





Philip Hull, 
Vice Pres. (In Charge of Mfg.) 
The Parker Pen Co. 


Philip Hull, in less than 
twenty years, has risen from 
machine operator to a vice 
president at 38. He showed a 
keen interest in design and 
development; he progressed 
through research engineering 
to production, and was stead- 
ily promoted through the 
ranks to his present position. 
He is a pioneer in labor rela- 
tions and training programs. 
His sponsorship led to the 
Parker Pen Company’s discon- 
tinuance of time clocks, as 
well as a new employee idea 
exchange plan which shares 
equally with workers net sav- 
ings made possible through 
their ideas. 
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2 YEARS OF EXPERIENCE PROVIDE A VALUABLE MANAGEMENT GUIDE 


What happened when Parker Pen 


threw out’ their time clocks 


years ago the Par- 
ker Pen Company eliminated time 
clocks from its plant and put employ- 
ees on an honor system. There was 
little precedent for such a move and, 
though pre-tested, no absolute guaran- 
tee that it would work. Two years of 
operation has shown that this system 
can be incorporated successfully into 
an efficient, sound American business. 

The installation of an honor system 
was first considered when a_ study 
proved that time clocks had a certain 
number of disadvantages. Many em- 
ployees left their jobs up to five min- 
utes early so they could have a forward 
position in the time clock line-up at 
quitting time. A subsequent survey of 
employees documented that not one of 
them harbored anything but dislike 
for time clocks per se and what they 
represented. Certain that time clocks’ 
disadvantages outweighed their advan- 
tages, our company began a test to see 
whether or not they could be elim- 
inated. 


A Test Program 


In September, 1950, the lowest level 
supervisors of small work groups start- 
ed using filled-in, handwritten time 
cards at day’s end. This test was to de- 
termine whether an acceptable _per- 
formance could be expected should the 
plan’s scope be enlarged and to pro- 
vide supervisors with experience in ad- 
ministering such a plan. 

Certain problems began to appear at 
this stage: What happens when an em- 
ployee leaves at noon expecting to re- 
turn but cannot? Who should be re- 
sponsible for filling out cards of em- 


ployees sick for a few days? What 
should be done when an employee is ill 
during the days just preceding the end 
of a pay period? Most of these prob- 
lems were merely organizational in na- 
ture. Foremen’s clerks were made re- 
sponsible for filling out cards of em- 
ployees who had been ill for a few 
days and it was decided that should 
the program be extended to all employ- 
ees, supervisors would be responsible 
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for accounting for the time of em- 
ployees in their section who left for 
any reason during the work day. 


Results Warrant System Extension 


A careful check was kept on the new 
program. Enough time was saved and 
employee morale boosted sufficiently to 
warrant introduction of the plan on a 
larger scale. (next page, please) 
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Two small departments were chosea q 








anes 


, a3 as control sections, and employees in 
— / 






paorawoon suanstenee them were introduced to the mechanics 


of the new plan. Explaining the new 





system to members of the two depart- 
ments required about the same amount 

Tanto of time as the usual explanation of 
ee time clock workings. 

A check was set up against whistle 
The Underwood Sundstrand jumping when supervisors were made 
Model E Accounting Machine responsible for determining whether or 
not employees were leaving their work 
stations before the quitting time. How- 
ever, as the plan has worked out, the 


NOT JUST 
PARTLY AUTOMATIC 


role of the supervisor in this respect 
has proven to be practically unneces- 
sary. Employees have fully recognized 
that their honor is at stake should they 
willfully violate the trust in them. 

In any system involving the human 
factor, there is a possibility that some- 
body will attempt to take advantage of 
it. However, the enthusiasm for the 
new plan has such backing among em- 
ployees that the few who may try to 
take advantage of it are subject to the 





criticism of fellow workers. 
The elimination of time clocks has 


ta proved to be practicable, and has pro- 
ag y AS omd ic duced considerable time savings. Be- 


cause of the resultant boost in em- 








ployee morale, certain other benefits 
have accrued, Tardiness dropped 47% 
the first vear the plan was in operation 


for all phases of your accounting 
..ethe low-cost Underwood Sundstrand Model E! and 33%, the second year. At the pres- 


ent time, tardiness runs to roughly 51 


Compare the fully automatic all-purpose The “mechanical brain” control plate cases a month, _ all-time low for the 
Underwood Sundstrand Model E with directs operations, speeds work, mini- company. Considering that supervisors 
any other accounting machine in its  mizes errors. and fellow employees are a deterrent to 
price class! The famous touch-operated 10-key any falsification, this record can be con- 

There’s nothing simpler! There’s keyboard is exclusive with Underwood sidered as an accurate measure of the 
nothing speedier! There’s nothing Sundstrand Accounting Machines! employee enthusiasm for the program. 
more automatic! So get your best buy in low-cost ac- Parker Pen Co. feels that the honor 

That’s why it is so fast, so flexible! counting machines . . . the Underwood system has produced a tangible boost 

With the Model E you can handle Sundstrand Model E! in morale among employees, and 
any or all of your accounting jobs. See it demonstrated! Mail the coupon enough measurable factors to prove that 

It allows rapid-fire form insertion... or call your Underwood Representative it pays off in dollars and cents. m/m 





high gear keyboard operation... “quick today. You'll find him listed in the clas- 


| costiING so LITLE | as a flash” form handling. sified pages of your telephone directory. "worth 
7: YZ <a 

| OFFERS SO MUCH UNDERWOO eoeoeceeveceveseerer eee eee eee eee ew eo 8 TAX GRIEF IS LIGHTENED: For workers 
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e 
tone e Underwood Corporation Me=i)-e at Fieldcrest Mills, the company set 
* One Park Avenue, New York 16, N. Y. up a free tax service for all em- 
@ LPC ». . 3 ¢ ¢ cath 
Underwood Corporation : (] Please send literature further describing your Underwood ete “ , I fe a had oo 
Sundstrand Model E Machine. yanks attached to give consultants 
Accounting Machines .. . Adding Machines... Gadarwond [] I would like to have a demonstration. a key to scheduling appointments 
Typewriters .. . Carbon Paper . . . Ribbons e000 Name pint well in advance of the deadline. 
One Park Avenue New York 16, N. Y. ; bs : Firm = : 
Underwood Limited, Toronto 1, Canada «a» Street peewee ah 











Sales and Service Everywhere tegen athe City Aditi 4 7 ___ State repeating / 


(Circle 751 for more information) 


28 methods 





Cn 


—s 
— 
~ 


ICS 


we 


"worth 





WHY DO WOMEN WORK? The Women’s 
Bureau of the U.S. Department of 
Labor made a survey which sought 
to determine why women work. 
Women work mainly to help provide 
the things that are needed for daily 
living. Ninety-eight per cent of the 
single women work to support them- 
selves, or themselves and_ others. 
Sixty to eighty per cent of the mar- 
ried women work to contribute to 
living expenses. Some have the add- 
ed purpose of helping to buy a home 
or contributing to the education of 
their children. Few work “to keep in 
practice” or solely because they find 
satisfaction in their occupations. 
Over half of them use every dollar 
of their wages for daily living ex- 
penses, and about 75% use 75c or 
more out of every dollar earned for 
the necessities of food, clothing and 
shelter for themselves and often for 
others, too. One out of every seven 
is the sole support of her family. 
Ninety-eight out of every 100 who 
live in family households contribute 
regularly to household expenses, and 
about one out of every four who 
lives apart from her family supports 
or helps support at least one relative. 








SHORT OF WOMEN WORKERS: There’s 
no doubt but that some of the best 
private secretaries and typists in any 
city find it almost impossible to work, 
though they may want to, because 
they are married and mothers. With 
this in mind, the Hartford Accident 
and Indemnity Company ran want- 
ads for former dictating equipment 
operators. They actually stated that 
the women must be married and 
mothers. A night shift was set up 
based on a 20 hour work week. The 
results were excellent and the appli- 
cants highly skilled. A sizeable group 
now works regularly “after hours.” 
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Flanned CYYUCOS sory seinerre eve 


how much time and money out-grown or out-dated office arrangements 
have cost them — until they “start new” in space planned with 
the aid of Art Metal Office Planning Service! 























This service is available to you without cost. Its effectiveness is based 
on the widest experience in working with businesses ranging from 
the largest down to the one-man office. It is all-inclusive — 
covers revision of present layouts or organization of new ones; 
efficient use of working time and working space; 
desks, chairs, files and modular work stations. 


Why not take advantage of this experience from the very start 
when you plan to expand, move, or re-arrange your offices? 
As a Start, you can save many hours of planning time with 
the famous Art Metal office planning aids listed below. 
Call your local Art Metal representative or write 
Art Metal Construction Co., Jamestown 16, N. Y. 





ia j SEND FOR these publications — 
Wie Maweiog wus ave | | offered to you exclusively by Art Metal 





 UUUREDAEe co Re = and nationally recognized for their practical 
ini sh ~ Z value in efficient office planning. 
43 ee 
anne a) Be O Office Planning Kit — including 
ann ‘es Se is = 0 “‘ Office Planning and Layout’’—a basic “‘how-to”’ manual 
au ae j 0 Floor Plan Layout Sheets and Cut-Out Plotting Templates 
_ a 
. | 














0 “Things to be Done 
When You Move or Re- 
arrange Your Office”’ 


For 65 years the 
halimark of the 
finest in office 
equipment and 
systems 


0 “Office Standards and 
Planning Bock”’ 


0 ‘“‘Manual of Desk Drawer 
Layout"’ 
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THE MANAGEMENT METHODS 


work 
center 


“ec 


... men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts— 


are properly integrated.” 
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PLANNING AND LAYOUT 


To cut rour 


OFFICE OVERNEAD 
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Air conditioning your offices 


without a central system 


FLEXIBILITY AND ECONOMY PROVIDED BY WINDOW 


CEE Occupants of offices 
that were originally planned without 
regard for air conditioning face the 
major problem of how to do an eco- 
nomical and efficient cooling job with 
minimum loss of valuable working 
space and minimum change of decor. 
A choice must be made between a cen- 
tral system or individual room units, 
an air cooled system or a water cooled 
system, a conspicuous installation or a 
hidden installation. ‘These questions 
must all be decided on the basis of 
budget and the requirements and char- 
acteristics of each office, as well as cer- 
tain standard considerations, 

The Philadelphia law firm of Zoob 
& Matz moved to new and larger offices 
which had no prior plans for installing 
air conditioning. A survey showed 
that at least five tons of refrigeration 
would be required to cool the four pri- 
vate offices, a general office, the library 


and the waiting room (see cut, page 32). 


Short Lease Barred Central System 


A central system was considered. A 
five-ton would have re- 
quired both a separate water line and 
meter from the basement (16 floors). 
The amount of water needed for a 
unit of this size would warrant the in- 
stallation of a cooling tower and duct- 
work would have to be run in each of- 
fice. A great deal of office space would 
have been sacrificed to accommodate 
the central unit and-ducts. Since Zoob 
& Matz only had a five year lease there 
was the question of disposing of a cen- 
tral system if they should move. 

When these problems came to light, 
Zoob & Matz began to consider indi- 


installation 


vidual room cooling. ‘They had three 
34 h.p. window units in their previous 
utilized 
and supplemented to do the entire job 


ofhces. How could these be 


with room units? Consultation with 
Kramer and Co., contractors, soon pro- 
vided the answer—the addition of com- 
pact yet powerful room console units 
and concealed duct work. 

Since three of the private offices were 
of medium size and on the outside of 
the building, the 34 h.p. window units 
took care of them nicely after one al- 
teration. Private offices +2 and +3 
(see cut, page 32) had windows of the 
tilting type which made them unsuit- 
able for installing these units until new 


AND CONSOLE UNITS 


window frames designed to give maxi- 
mum daylight and make window wash- 
ing possible were put in. These frames 
cost about $65 each, installed. 

The changing of these window 
frames also made it possible to run 
concealed duct work from the top of 
the window in oflice +3 to the library 
—an inside room—where a | h.p. air 
cooled console unit was concealed in 
The duct 


was installed in two sections, one for 


a corner behind paneling. 


condenser air supply and one section 
The entire duct 
was covered with 1” glass wool insula- 


for hot air exhaust. 


tion, which in turn was covered by 14” 
plywood, stained to harmonize with 


“Air conditioning corner’ of the library. { h.p. console is concealed behind paneling. All of the 
heating, ventilating and cooling is handled by this console. Lower louvers are the intake for recirculating 
room air, upper louvers are for air outlet. Entire front panel is removable for easy access to unit. 
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ABOVE: Unit concealed by the paneling is a 
1/. h.p. water-cooled console. BELOW: The front 
panel has been removed to show accessibility. 





the office decor. ‘The library console 
unit is also equipped with automatic 
thermostat and strip heaters capable of 
supplying 7,000 b.t.u. per hour. Since 
this is an inside room, it was conceiv- 
able that during a conference, winter 
or summer, there would be need for 
ventilation with or without cooling or 
heating. The console supplies either 
while automatically controlling the 
room temperature. 

At this point, five of the seven rooms 
had been air conditioned with a total 
of approximately 414 ton capacity, us- 
ing air-cooled room air conditioners en- 
tirely. Not a length of piping had 
been run, and only a few feet of inex- 
pensive duct work had been required. 
Two rooms were left, the general office 
and the waiting 100M. (next page, please) 
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The control tower for your business is your office. To 
keep pace with the modern production methods and increased 
elite! speed of this mechanical age, it needs to be 


designed to make most efficient use of floor space and 


Wiel t] mela tle-Welgelt lite 


BROWNE-MORSE 


Uatiitiae 


personnel. Browne-Morse office equipment is especially 
designed to expedite work in the modern office. Its beauty, 
comfort, convenience and durability make your day’s work 
faster and easier. Such careful office engineering and a 
42-year reputation for quality have made the Browne-Morse 
Company known as Architects of Efficiency 


for America’s Offices. 









/ Browne 
= AAorse 


COMPANY 
MUSKEGON, MICHIGAN 
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Here’s how they’Ill be 
a better, happier team 





























Your Office is people . . . nice 
people, too! And given surroundings 
of comfortable efficiency, they 
produce more, faster, and are 
happier. 

Modern management people 
know how Steelcase color and 
styling boosts morale and efficiency; 
how Steelcase engineering and 
design saves valuable floor space; 
how Steelcase office furniture 
not only improves the appearance 
of your office but turns your people 
into a better-working, better- 
producing team. 

Your Steelcase dealer will gladly 
show you latest ideas in office 
planning. He’s listed under “Office 
Equipment” in your phone book. 


METAL OFFICE FURNITURE CO. 
Grand Rapids ¢ Michigan 





A colorful, ittustrated booklet 
full of new ideas on modern 
office planning is yours for 
the asking. Attach your ietter- 
head, send to Dept. B for 
“Tooling Up Your Office.” 
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Console Unit Completes Job 

For these last two rooms, a single 
1% h.p. console was selected, which 
could be located in a central wash- 
room. Since the unit would use only 
a small amount of water, it could be 
connected to the existing piping with- 
out using a separate meter. 

Two conditioned air outlets were 
provided, one into the general office, 
and the second into the waiting room. 
Completely external thermostatic con- 
trol is provided and the unit is started 
and stopped by a switch located above 
the thermostat. A signal light indi- 
cates when the unit is in operation. 
The girls in the general ofhce prefer 
to keep the thermostat set between 75° 
and 80°. Having an individually in- 
stalled unit makes this possible without 
interfering with the other offices. 

All console units are behind remov- 
able panels for easy servicing. All are 
“built-in.”” Consoles minus the usual 
decorative wooden cabinets are used 
and the saving thus incurred helps off- 
set the cost of the paneling. The com- 
plete installation consists of six units, 
totaling some six ton capacity. 

This installation provides many ad- 
vantages. Only one unit is_ water- 
cooled, thus effecting a considerable 


ees When Babcock & Wil- 
cox moved to new quarters in the 
Chrysler Building recently, they de- 
veloped with the aid of their architect, 
J. Gordon Carr, an unusual facility to 
handle the many meetings of various 
sizes that are conducted in the normal 
course of business. The area was given 
the title of “Student Training Room.” 
In practice, it is used for lectures, mov- 
ing pictures, demonstrations and even 
stockholders’ meetings. 

As the illustrations show, the room 
was designed in such a way as to allow 
for immediate expansion or contrac- 
tion. Accordion-folding walls, which 
slide on tracks, divide the area into two 
or three smaller rooms. When open, as 









































PRIVATE OFFICE 


h=-THERMOSTAT 

~CONDENSER AIR DUCT 
(AT CEILING) 

FROM LIBRARY UNIT 





Color spots indicate conditioning units 


saving in installation and operating ex- 
pense. Each unit occupies very little 
space in each office so no usable space 
is sacrificed in the general office layout. 
The occupant of each office is able to 
control the temperature to suit individ- 
ual requirements. Should any of the 
personnel desire to use the office at odd 
hours or on weekends, there is no need 
to operate the entire system—only the 
unit used in that particular office. 
For information about ‘‘tailored” air 
conditioning installations, Circle num- 
ber 782 on the Reader Service Card. 


MULTI-PURPOSE ROOM 
provides flexibility for any size meeting 


many as one hundred people can be 
accommodated. 

To assure flexibility, lighting, the 
sound system and other controls are 
conveniently located for single or mul- 
tiple use. Folding chairs, with their 
own built-in storage space, permits area 
readjustment as required. 

Although the building itself is com- 
pletely air conditioned, an additional 
large air conditioning unit was in- 
stalled in the student training room to 
provide for the peak loads built up 
when large groups meet. In addition to 
regular fluorescent lighting fixtures, an 
incandescent system with a dimmer 
control is provided for use during 
movies or slide projections. All lights 


methods 
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Above: The three rooms set up for simultaneous 
private use. Walls slide on tracks, can be easily 
opened or closed. 





Above: The center "room" has built-in storage 
for the folding aluminum chairs, with miscel- 
laneous display and storage space above. 





Above: An auditorium arrangement able to seat 
one hundred people. Below: Arranged as a 
small conference room with white “blackboards.” 
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in the room can be turned down simul- 
taneously with master switches in sev- 
eral locations, and selector switches are 
provided for each smaller area to assure 
flexibility. It is interesting to note that 
all lighting systems in the plan were 
designed on the basis of night-time 
operations in order to provide the de- 
sired foot candle power under any con- 
ditions. The fluorescent troffers are 
three-tube fixtures, although only two 
tubes are being used initially. The 
third tube is to be installed when the 
fixtures and reflecting wall surfaces 
have aged to the point where deprecia- 
tion has reduced foot candles below the 
desired level. 


Open-air lunch 
and lounge answer 
to limited space 





Employees of Hoffman Radio Corp. 
are enthusiastic 
Deck,” new 


about “The Sun 
rooftop cafeteria and 
recreation area atop the company’s 
Plant No. 1 in Los Angeles. Full 
luncheon menu is served, as well as 
refreshments during morning and after- 
noon “coffee breaks.” An additional 





500 persons daily are served in Hoff- 


man’s newly re-decorated and equipped 
employee commissary. 


Luminous ceiling 
provides good entry 
decor and lighting 





Good 


lighting is combined with 
decorative through the use 
of a luminous ceiling in the office en- 
trance at the product design firm of 
Peter Muller-Munk Associates in Pitts- 
burgh. 


value 


The ceiling consists of large 








Fast little folder... 
saves Workers time, 


cuts office costs ! 





You see it happen often in your 


own Office...an experienced, valuable 
girl neglects her regular work for 
hours—to fold form letters, bulletins 
or mail enclosures! 

Hand-folding disrupts office rou- 
tine, is a tedious job nobody likes, 
waste time—and is inexcusable these 
days. Because the little Pitney-Bowes 
FH Folding Machine can fold at least 
five times as fast as folding by hand. 

With semi-automatic feed and 
the FH is fast, 
accurate and easy for any one to 
operate. It takes only a few seconds 
to set the FH for any job; simply 


electrically driven, 


PITNEY-BOWES 


Folding Machines} 


Made by Pitney-Bowes, Inc. .. . originators 
of the postage meter .. . 93 branch offices, 


(lp 


with service in 199 cities in U.S, and Canada, 





Move Indicator knobs to widths 


wanted .. . And it’s ready to go! 


move two knobs to adjust for any 
desired folds...easy as tuning your TV. 


Tue FH can make two folds at 
once; double-fold 8’2 x 11 sheets up 
to 5,000 per hour; make 8 different 
folds in sheets from 3 x 3 to 84x 14 
inches, of many different paper 
weights; and even folds sheets when 
stapled together. 

Little larger than a standard size 
typewriter, and costing less, the FH 
quickly pays for itself. Ask the nearest 
PB office for a free demonstration— 
or send the coupon for the = 
free, illustrated booklet. 





Fully automatic model 
FM folds up to 19,000 
sheets per hour, 


ee ee ee oe ee ee 
i PitNeY-Bowes, INc. 
I 4714 Pacific St., Stamford, Conn. 

Send free booklet on Folding Machine to: 
1 Name — 
t Firm ___ Mabe pan gee eS 
S Addo cx) ii. 
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yo) ARE... Qe FILES ARE 


& YOUR BEST BUY! 
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BETTER BUILT FOR BETTER BUSINESS 


Many companies today are conclusively proving the advan- 
tages of ASE files. ASE offers you more filing capacity per 
unit... greater ease of operation... distinctive design .. 
superior construction . . . attractive, permanent Bonderized fin- 
ishes — a long list of exclusive advantages that become more 
——TI 4 and more evident to you in efficient daily service. a 
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P cabinets 


files 


ALL-STEEL EQUIPMENT INC. - Aurora, Illinois 





see the ASE line 
at your dealers today. 
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sheets of corrugated white translucent 
Plexiglas acrylic plastic, mounted _ be- 
neath fluorescent tubes, that diffuse the 
illumination evenly and without direct 
or reflected glare throughout the re- 
ception area. The installation provides 
a comfortable level of lighting and a 
clean, fixture-free appearance in keep- 
ing with over-all decorative treatment 


of the office. 


Hand dryer- 
deodorizer cuts 
restroom costs 


A new electric hand drying unit for 
restrooms, that deodorizes the room as 
well, is now being manufactured. It 
directs a flow of warm air that softens 
the hand as its dries and prevents chap- 
ping. The deodorizing function stems 
from a tiny ozone-producing lamp that 
actually destroys objectionable odors, 
giving the room a freshness rather than 
a substitute perfume or astringent odor. 

According to the manufacturer, 
economy is the prime advantage of this 
new unit for it costs but a fraction of 
the amount usually spent for conven- 
tional drying methods. 
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The unit is 7” x 9”, fits on the 
wall, comes complete with installation 
bracket and operates on A.C. current. 
It is equipped with a timer that runs 
for one minute and stops automatically. 

For more information, Circle num- 
ber 773 on the Reader Service Card. 


New literature 
on work center 
maintenance 


Comprehensive booklet offers 
guide for employee safety 

“Working Together for Safety” is the 
title of the National Safety Council’s new 
employee rules manual. The handy 32-page 
booklet contains instructions in safe work 
habits applicable to employees in most 
plants. 

The practical experiences of workers, 
supervisors and safety specialists have 
established the safe practices covered, be- 
ginning with a list of general safety regu- 
lations and continuing with special sections 
on machine operation, hand tools, power 
tools, protective clothing, fire prevention, 
materials handling and many other related 
topics. 

Bound in a heavy paper cover and 
printed in two colors, “Working Together 
for Safety” will serve as a permanent guide 
and handy reference for each employee. 

For a free sample copy, Circle number 
795 on the Reader Service Card. 


Catalog on sanitation 
products now available 

The latest information on sanitation and 
maintenance products for aii public build- 
ings and industrial plants is contained in 
a new 48-page, colorfully illustrated 
catalog. 

The catalog is divided into separate 
divisions for floor maintenance products, 
soaps, germicides, insecticides, cleaning 
compounds and others. Selection of the 
correct sanitation or maintenance product 
for a specific job is easy. Charts help you 
choose the proper germicide or insecticide 
for any need. Sections on soap dispensing 
equipment, floor machines and vacuum 
cleaners are included. 

The new catalog is available on request 
by Circling number 794 on the Reader 
Service Card. 


Wall washing machine 
cuts cleaning costs 

A new illustrated brochure shows the 
economy and_ efficiency advantages of 


cleaning walls and ceilings with a portable, 
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Nearly 4 Miles of 


MILLS MOVABLE WALLS 
Provide — 
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r | YHE ability to expand, contract or adapt production facilities quickly 
and efficiently is of primary importance in aircraft manufacturing 


today. As part of its program for preserving this essential flexibility 


Hamilton Standard Division ‘ 2 . Ce 
Untied Alrcraft Corporation, United Aircraft makes extensive use of Mills Movable Walls in its offices 
Windsor Locks, Connecticut 


and plants. 
Architects: Albert Kahn Associated 


Architects & Engineers, Inc. Mills Walls give United Aircraft Space Control —because they can be 


Builders: Turner Construction Co. ‘ ; . 
moved quickly, easily and at low cost. Changes can frequently be made 


overnight or during a week end 


Mills Walls combine efficient mobility with attractive appearance, struc- 

tural stability and moderate cost. They are insulated and soundproofed, 
Write for complete information and easily wired, and require only occasional washing to keep them looking 
literature on this modern efficient 
way to subdivide interior space, 
or see the Mills Catalog in Sweet's 
Architectural File. 


fresh and new. 


THE MILLS CO. 988 WAYSIDE ROAD, CLEVELAND 10, OHIO 


MILLS Movable 
aN 
& 
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non-electric machine over the bucket-and- 


She sponge method, It contains a factual re- WAYS TO BETTER BUSINESS 

(FHC VALRT port of tests conducted by Michigan State - a — , ‘ 

. °° . - % os 8 eee g . 

College giving comparative cost figures on 7 reKe ' : - ae roomy 
LOCKERETTE labor and material between machine and - Lat 

hand washing operations. 


—Combines the best features of For a free copy, Circle number 770 on 
both lockers and coat racks. the Reader Service Card. 





Wraps are exposed 
to air and light. 
Employees do not 
face the weather A recently compiled ready reference ~ 
in damp wraps ; Section of Cum- 
that have been : pe af , — mins-Chicago Gen- 
crumpled in dark and other important data on fifteen differ- : ’ , eral Offices; note 
lockers — do not ent floor finishes. partitioned privacy 
pele bees 00M The chart is so arranged as to indicate — efficient vse “at 


or gloves. Each at a glance the various treatments recom- mins 2 

person has his own mended or not recommended as the case | | 

i cs 
spaced coat hanger, ventilated hat shelf and may be for a dozen or more types of * # 


12" x 12" x 18" deep lock box for lunches, floors. In addition there is a column point- 
tools and personal effects. 


Liquids chart for floors 
gives complete specifications 


chart gives complete coverage specifications 








ing out combinations of liquids that may 





ORIGINAL MODULAR OFFICES DELIVER 


TO CUMMINS- 
CHICAGO CORP. 


Lockerettes save space too .. . the No. 6- be used, recommended number of applica- 
12 (2-column) accommodates !2 people in 6 tions for certain liquids and other impor- 


: ° ill ; . ‘ 
Ps hi on 9-18 (illustrated) accommodates tant information on procedure. Drying 
j times and product characteristics are also 

Write for Bulletin No, OL-22 given together with mixing formulas. 


The chart is available free of charge by 
Circling number 796 on the Reader “FOUR WAYS BETTER” say the execu- 
tives of Cummins-Chicago Corpo- 
ration of their complete G/W 
Techniplan offices, “with solutions 
to specific problems: 





Service Card. 


VOGEL-PETERSON CO. Floor maintenance manual 


LAM ARAL I LBL solves safety problem 
/es , 8 
YI 25% more workers in the same space 


Production, maintenance and safety ex- without crowding. 
ecutives throughout industry will be inter- © Workers are very happy with the 
ested in a new manual that explains the added privacy—working comfort. 








Work output is materially increased 


causes and cures of oily floor problems. : 
) without pressure. 


Entitled, “How to Solve Oily Floor 





4) Changes—rearrangements—are easily, 










Problems,” the brief (about 30 minutes’ quickly made." Departmental group of Techniplan work stations. 
reading time) yet comprehensive discussion 
covers every major aspect of oily floor SATISFIED USERS by the hundreds, in all parts of the country, report similar 
) maintenance: safety from fire hazards, safe experiences with TECHNIPLAN interlocking and interchangeable office units 
| movement of personnel and products, safe —capable of innumerable groupings and arrangements. 
operation of machinery, prevention and CUSTOM-FITTED work facilities provide top efficiency for every kind of office 
correction of floor damage and deteriora- job—standard and interchangeable units—are readily changed at will. . 
tion, maintenance cost comparisons, and FREE STANDING PARTITIONS now adapt TECHNIPLAN equipment for private : 
many others. Tested techniques are pre- offices, executive suites, and departmental sections. These are available in two 
sented in detail, supported by actual “case heights, with panels of steel, or various kinds of clear or decorative glass. 
histories.” MODERN IN DESIGN, TECHNIPLAN makes very attractive offices and promotes 
For a free copy of the manual, Circle orderliness which enhances office appearance. __, 
number 766 on the Reader Service Card. You CAN Ssé— Techniplan installations near | THIS FREE BOOK 


will be sent 
promptly upon 
reques?, on 
business letter- 
head please, to | 
Dept. 11-M. | 


GUARD AGAINST KEY TROUBLE you; simply ask your Globe-Wernicke dealer 


Why put up with enather dey of troubles with for information. He will show and» demon- 


Lost Keys... Mixed-up Keys... Stolen Keys " O { h strate Techniplan. Find him listed in classi- 


. Poorly Cut Keys... Expensive Lock Re- fied ‘phone book under “Office Equipment.” 
placements . . . Damaged Equipment .. . ? 


BE FREE, WITH... OLD FRIENDS LUNCH TOGETHER: At 


aos GhKEe ait Western Electric Corporation’s Haw- 





Control thorne Works, the second floor of 


hee ond gies ge = 
| the plant’s giant cafeteria is reserved er o 
FILE AND FIND KEYS FAST f The ae L [EN io | 
Easy to install... Simplicity itself. Keeps keys — pon. = can reserve the Se i oO} | 
- +. right at the end of your finger tips! same table day-after-day, pay only a AA . =| | | 
. ) , ) re) | 
10-cent service charge to cover wait- IY = | 


For complete details write . . 
ress service and tips. 


: P. 6) . M O 0] R E Cc ORP. Engineering Specialists in : : :. ~¢ i | 


Office Equipment, Systems 


clelem-Sdim-\a-eem, -t me Aol a ae cee, oe ae ti TL] = 
repea ing and Visible Records Cincinnati 12, Ohio 


(Circle 736 for more information) (Circle 723 for more information) 


36 methods n 


























CORBIN Mail Handling equipment puts 
new life into sluggish office mail delivery 
—saves time—reduces cost Used in the 
majority of U. S. Post Offices and in mail 
rooms of leading businesses, colleges, uni- 
versities, hospitals and other institutions. 


CORBIN’S facilities and more than 50 
years’ experience combined, are your as- 
surance of quality equipment at low cost. 
We will help you choose equipment to meet 
your requirements. All Corbin Mail Hand- 
ling products are constructed of selected 
hardwoods. Joints are dovetailed and glued. 
Surfaces are smooth-sanded and lacquered 
or varnished. Shipped to you assembled, 
complete with hardware. 


Mail Sorting Table Capacity and ar- 
rangement as required to meet your needs. 





CORBIN OFFERS WIDE 
VARIETY OF MAIL 
ROOM EQUIPMENT 


* Work Tables ® 
* Key Cabinets 

* Storage Cabinets 

* Sorting Tables 

* Bulletin Boards 

* Portable Tables 





Send for 
IMustrated Catalog 


] Corbin Weod Products Division Dept. 17 | 
| The American Hardware Corp. | 
New Britain, Conn. | 
| Please send illustrated literature and prices on 
Corbin mail handling equipment. | 
| Nome...aee. | 
| Firm.....¢50 oie — . | 
| “Soret — ; : ms 4 


(Cirele 706 for more information) 
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clippings 


NEW PRODUCTS IN THE EDITOR'S MAIL 


New computer solves 
complex differential equations 

The completion of the first decimal 
digital differential analyzer was announced 
recently. 

The new electronic computer, one of five 


now being built, will automatically solve 
any problem which can be put into the 





form of an ordinary differential equation. 
It is the first analyzer to operate in the 
decimal number system. This feature plus 
initial condition storage makes it as easy 
to fill as operating a standard, ten-key add- 
ing machine and cuts filing time 75%, 
over differential analyzers using the binary 
number system. 

For more information, Circle number 
792 on the Reader Service Card. 


— 
Pressure sensitive decal 
aids technical departments 
Improved Title Blocks, Bills of Material, 
Change Blocks and Technical Symbols, for 
use by engineers and draftsmen on draw- 
ings and tracings, have recently been de- 
veloped. They are a thin, transparent 





printed plastic sheet with a pressure-sensi- 
tive adhesive coating that is protected by 
a removable waxed paper sheet. These 
seals eliminate rubber stamps and the time- 
consuming hand lettering, symbol drawing 






STAND OUT 


Bring property control out 
in the open with attractive, 
easy to use, adhesive-back 
“ SERIALLY NUMBERED 
AUTOGRAPHS”. They’re 
handsome metal name- 
plates that won‘t mar the 
beauty of your finest 
equipment. Mount them 
quickly and permanently, 
No tools, tacks, wires, 
messy tapes or other an- 
noying fastening devices 
are needed. Stamped se- 
rial numbers are filled 
with black lacquer for 
maximum legibility. Other 
copy is lithographed in 
sparkling color 





Try before you buy! 
Write for samples and 
descriptive literature. 





(Circle 760 for more information) 














ANSWERS TO QUESTIONS—THE MODERN WAY 
ready sets INTEROFFICE MEMOS 


Person writing in- 
quiry "snaps out" 
his follow-up copy 
and sends 2 leaves 
and carbons intact 
to intended recipi- 
ent. Follow-up 
copy serves as re- 
minder in case re- 
ply isn't received 
promptly. 


The receiver reads 
inquiry, jots down 
his answer in space 
provided, then 
snaps leaves from 
stub, keeping one 
copy of inquiry 
and reply and re- 
turning one to 
sender. 





BOTH SENDER AND REPLIER HAVE A 
COMPLETE WRITTEN RECORD. 


THIS IS ONE OF MANY MODERN STOCK FORMS PRODUCED BY 
NATIONAL LITHO —. CREATORS & MANUFACTURERS OF CUSTOM, 
STANDARD & STOCK LITHO READYSETS 


For Free Samples, prices and data contact your stationer or write: 


NATIONAL LtTnS FORMS COMPANY 


18423 EUCLID AVENUE CLEVELAND 12, OHIO 
Designers and manufacturers of carbon interleaved business forms 





(Circle 763 for more information) 





37 





transfer records- 





SAFE, ACCESSIBLE 
LOW-COST 
STORAGE 











Today and every 
day records must be saved 
for your business protection 

tomorrow. Over 90,000 leading firms find 
LIBERTY STORAGE BOXES the best, most 
efficient produc t for storing inactive 
records. Check Liberty's sturdy corrugated 
fibre-board construction, spill-proof, 





dust-proof closures and low cost 
Sold by leading stationers everywhere. 


CLIP AD TO YOUR LETTERHEAD FOR COMPLETE CATALOG 





BANKERS BOX COMPANY 


Record Retention— Our Business Since 1918 
720 S. Dearborn Street . Chicago 5, Ill 


(Circle 708 for more information) 








NEW - 
STYLE: 
folders 
HANG 
OLD STYLE: 
folders SLUMP, 


\ LISS 




















end for free Oxford Filing Supply Company, Inc 
CA TALOG 8) Clinton Read, Gorden City, N. ¥ 
ee ~ —— 
as ‘ ae 
F) 
City 1 State 











(Circle 739 for more information) 
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and ruling usually required for engineer 
ing drawings on paper, vellum, or cloth 
Furnished for application to either the 
reverse side or the face of drawings, they 
are easily applied by slight hand pressure 
without the use of heat, and can be con- 
veniently stored for future use. Through 
its complete facilities and technical art 
staff, the manufacturer will set type, rule 
lines, and prepare all kinds of symbols 
according to individual customer's specifi 
cations. 

For samples and further information, 
Circle number 788 on the Reader Service 
Card. 


==> 


Functionally designed lamp 
for use with copy holder 

\ new, improved copy holder lamp, at- 
tractively styled and functionally designed, 
utilizes a 30 watt Lumaline tube to pro 
vide concentrated light without glare. The 
cover swivels to permit adjustability of 


light spread and concentration. 





Adjustable side brackets allow  lower- 


ing or raising for desired lighting intensity, 
or permits the lamp to be raised above the 
copy holder when not in use. The lamp 
has an attractive neutral grey wrinkle fin- 
ish. It is for use with 14” and 18” copy 
holders only. 

For more information, Circle number 


771 on the Reader Service Card. 


= => 


Low priced electric duplicator 
prints five colors at one time 

A new duplicating machine is avail- 
able at low price which incorporates fea- 
tures normally found only in much higher 


priced equipment. — Its power drive and 


MAR NAR Our FREE illustrated Folder will 





Learn about Amazing New Office Space Stretcher 


DOUBLE Seating ana Table Space 


at a Moment’s Notice 


The new Clarin Tablet Arm Chair that Folds 
combines table and chair in one. You'll be. — 
amazed at how many people you can seat ~~ 
comfortably in a small office—and give each of 
them table space as well. Thus, you can hold 
those important group meetings in almost any 
office—and arrange for it in a few moments. 


give you full details and description of 
this wonderful, space-saving chair. Quality 
built— gives years of service—fold to flat 
3-inch depth for fast, safe stacking in minimum space. 


An engineering gem—others are trying vainly to imitate it. 


Foam rubber cushioning 
if desired. Write for 






FOLDS FLAT IN 3 EASY STEPS 














FREE folder today! . 7 

Clarin Mfg. Co., Dept. 47, os | (Z } 

Chicago 44, Illingis SS RS 
; f 


New FREE Catalog of complete line on request. 


There is a Clarin Steel Folding Chair for your every need. 





ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 
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Which is just what this Pitney-Bowes Mailing 
Scale is! It gives fair weight, and nothing but! 
The automatic pendulum mechanism is fast- 
acting, yet extremely accurate—won’t overweigh 
and waste postage, or underweigh and have your 
letters arrive “‘Postage Due!”’ The big hairline 
indicator gives precise decisions, never wavers. The 
wide-spaced markings are easy to see, save time 
and postage in mailing. 

This S-103 Scale pays its way in any office. 
Special models for parcel post. Ask the nearest 
PB office to show you. Or write for the free 
illustrated booklet. 


FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
4582 Pacific St., Stamford, Conn. 


Originators of the postage meter 
... Offices in 93 cities 


me 


(Circle 742 for more information) 
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informative pages on 


LAMSON 


AIRTUBE 
SYSTEMS 


--. gives you profitable ideas for 
using pneumatic tube systems, both 
conventional and automatic — in- 
cluding dimensional drawings, 
architects’ data, typical installations, 
case histories and lots more — all in 
two handy catalogs. 

We have copies for you... just clip 
this coupon to your signed letter- 
head and mail. 


| J @ 8803 


Be HRHe ee = ® 
LAMSON CORPORATION 8 





711 Lamson Street, Syracuse 1, N. Y. 
Gentlemen: 

Without any obligation on my part, please 
send me my copies of the Lamson Airtube 
Catalog and the Lamson Automatic Switch 
System Bulletin. 


Nome Title 





Company. 


Address é 
id 








ee 2a ma me 


es | 
Qua ma@He aes = 
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clutch are equal in quality and _per- 
formance to the most expensive power 
drives found in higher priced machines. 
The machine can be used for hand feed, 
through the use of a simple tripping oper- 
ating handle. 

There are no stencils to cut, no type 
to set, no mats to sensitize. It will repro- 
duce 2 copies per second of anything typed, 
written, drawn or printed through du- 
plicating carbon, in as many as five col- 
ors in one operation. Copies can be made 
on any weight paper from 16 lb. to heavy 
card stock, in any size up to 814 x 14”. 





A disappearing receiving tray stream- 


lines the machine. Reversible feed tray 
facilitates handling of long and_ short 
sheets. Quick shift paper guides provide 
instant adjustments for various size forms. 
Swinging feed rollers make refilling of the 
paper tray simple. Stainless steel parts 
guard against corrosion. 

The surface is velvety smooth, of gun 
metal gray, stain resistant and easy to clean. 

For more information, Circle number 


779 on the Reader Service Card. 


oe 


Radio remote control 
saves costly man-hours 

A substantial amount of time can be 
saved in the movement of materials and 
goods by radio remote control for electric 
industrial trucks and tractors. The op- 
erator, by means of a small control box 
attached to his belt, moves the truck or 
trailer train—forward, or around turns, and 
stops it—without going near the truck or 
tractor. Pallet loads and skid loads may be 
picked up by the truck while the opera- 
tor 1s some distance from it. 

Radio remote control is already prov- 
ing its worth as a saver of costly man- 
hours. In order filling, for example, it 
eliminates the time wasted in walking to 
the truck, driving on to the next loca- 
tion, then retracing steps back to the 
stock for the next loading. Orders are 





=Stapla matric, 
by 6 Hake ek 


=, speed and efficiency in 
stapling! No more lost 
hours ‘‘banging away”’ 














THE at old fashioned sta- 

AUTOMATIC plers—acostly, tiresome 
operation. 

ELECTRIC Business of all types 

STAPLER has proved that Stapl- 


a-matic cuts costs up 
to 70% or more in every 
department where 
stapling is required. 
The fool-proof, instan- 
taneous action leaves 
both hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds... no parts 
to remove. 

THE STAPLEX CO. 11 

776 Fitth Ave., Brooklyn 32, N.Y. 
©) Please arrange a free demonstration of the 


Stapl-a-matic in my office without obligation 
on my part. 


O Please send me information on Stapl-a-matic. 








Name Title 
Company. Address. 
City Zone. State 





THE STAPLEX COMPANY 
(Circle 748 for more information) 





This is an executive — 
fussing with 
details a clerk 


should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture 
of a departments overall operation. 
















The answer to this problem — as 
thousands of others have found — is 


PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it’s Order Control, Inventory, Parts 
Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX- 









I'm interested in Produc-Trol for | TENSIVELY FOR CONTROL OF: 
nae: s } © Purchase Orders © Traffic 
Name sical cecsoeiseattaig sor scrrtechiiaapisipictaeiee | ® Parts Available ® Sales 
Title sa neaaSuapisteiatepee celal oe teeae ee Ee aiatns for Assembly 

® Parts in Process ® Personnel 
Company | ® Manufacturing ® Dispatching 
Address see Orders 
City . a | © Maintenance ® Machine Loading 


‘Effective Tools for Effective Management'’ 


(Circle 755 for more information) 
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3-WAY PREVENTIVE MAINTENANC 


(Advertisement) 


Se 


E RECORD PROGRAM 








PROTECTS EQUIPMENT, SAVES TIME, MONEY, MANPOWER! 


ViSlrecord Controls Maintenance 
of Tools & Gages, Machines & 
Equipment and Provides Thorough 
Control of Maintenance Stocks 
To insure against broken production 
schedules, maintenance stock  short- 
ages, unnecessary deterioration of ma- 
chinery, and to prolong the life of 
operating equipment, regular inspec- 
tion and service of inventories and 
— are absolute ‘‘musts.”” A 
good system for controlling this main- 
tenance through proper reminders and 
checks is a priceless tool, especially 
when it is simple to use and actually 
saves the company money by its oper- 
ating technique. 

Controls provided by VISIrecord do 
just that. They have proved tremen- 
dously effective in such plants as U. S. 
Rubber Company, Bell Aircraft Cor- 
poration and Thompson Products 
Company, working without volumi- 
nous records, or time-consuming oper- 
ation or armies of personnel. 


PM for Machinery & 
Equipment 

V1SIrecord not only maintains records 
to schedule periodic inspections of 
equipment, but in order to see that 
equipment functions at the lowest dol- 
lar upkeep, cost controls are an inte- 
gral part of the record. 

In this case, the two-card system gives 
automatic notice of maintenance oper- 
ations due, tells what operations are 
taking place and which ones have been 
completed. It is a record of scheduled 
and completed repairs and adjust- 
ments, and also gives the cost of labor, 
material and servicing. 

The month and day inspections must 
be made are controlled in the visible 
margin of the master card. The body 
of the card is a four-year inspection 
and history record and a complete cost 


40 


record of maintenance. The second 
card is the inspector's work record, 
routed to the maintenance department. 
Between them, these two cards take 
the place of complicated duplicate 
tickler files and master files. They also 
eliminate the writing of preventive 
maintenance work orders. The system 
is simple, compact, and very econom- 
ical to operate. 

Maintenance Stock Control 
VISIrecord makes it possible to have 
on hand all needed parts and material 
required for maintenance and repair. 
At the same time, it prevents costly 
accumulation of unnecessary spare part 
inventories. Reorder points are estab- 
lished and Picessay th at levels con- 
sistent with changing stock usage or 
replenishment time. 

The first card of this two-card system 
is a simple “in,” “‘out,” and ‘‘balance’”’ 
record. The second card is a summary 
record covering several years history 
that shows past usage, purchase his- 
torv and replenishmnet or lead time. 
This summary record is filed directly 
behind the “‘in,”’ ‘‘out,”” and “‘balance’’ 
record. Reorder points appear on both 
cards. As issues are posted to the first 
card, new stock balances are visually 
compared with reorder points. When 
the stock balance reaches the reorder 
point the second card is withdrawn 
and referred to the supervisor or re- 
view clerk. Using this method the 
supervisor need only review a few 
items a day. He can make decisions 
as to whether to order and how much 
to order within twenty seconds through 
the use of the information on the 
summary record. 

The VISIrecord system is particularly 
adaptable to the use of multiple card 
sets. Its compactness, speed and ease 
of operation assure significant clerical 
cost reductions compared to other 


(Circle 753 for more information) 


systems. 
PM for Tools and Gages 

The VISIrecord system insures that 
tools will be kept in excellent working 
condition, prolongs their life, prevents 
wasteful production and insures in- 
telligent direction in the routing and 
employment of tool maintenance per- 
sonnel. 

A master card carries a record of in- 
spection and disposition of each tool 
and gage in the plant. Inspections are 
controlled and signalled automatically 
in the vertical visible margin on the 
right side of the record card. In the 
pocket at the bottom of the card a 
round hole signals the presence of a 
“location” record. This record tells 
exactly where the tool is, whether it is 
to be held for disposition or has passed 
inspection. 

Because this system requires neither 
clerical posting nor supplementary rec- 
ords, no clerical help is needed. Its 
compactness saves valuable tool-room 
space. Its locating speed of 11,000 
records per hour makes it possible to 
find items that need special attention 
in a matter of seconds. And because 
the records give complete data about 
the particular tool. VISIrecord guar- 
antees best possible routing and saves 
countless hours of travel time through 
the plant by tool inspection personnel. 


Pays for Itself 

One of our largest users reports that the 
stock control system described above 
has paid for itself in less than three 
months through labor savings alone! 
For complete details and for full infor- 
mation on any preventive maintenance 
record system, write V/SIrecord, Inc., 
Dept. M-7, Copiague, L. I., N. Y., or 
in CANADA, V/SIrecord of Canada, 
Ltd., 266 King St., West Toronto 1, 
Ontario. 





filled more speedily. With much walking 
eliminated, worker fatigue is greatly re- 
duced. 

When desired, the truck or tractor can 
be operated in the conventional manner 
by means of the push button controls 
conveniently located in the handle. 

For more information, Circle number 
780 on the Reader Service Card. 
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Wide screen, stereophonic 
sound slide film equipment 

A spectacular wide screen sound  film- 
slide system, with directional sound, was 
recently introduced. Three 1,000 watt pro- 
jectors display three correlated pictures on 
three 714’ x 10’ screens joined together to 
form a 30’ screen. A tape recorder with 
automatic control circuits for controlling 
the projectors furnishes the directional 
sound. 


- r) a 









FAST-FOLD 
SCREEN 








STEREOSONIC 
PEAKE | \ 
DIRECTIONAL SOUND 





T Ua 
STAND SYNCHRO-SWITCH BOX 
MATIC CONTROL OF VIGES DIREC TONAL 30 
PRQVECTOR ANO 


SOUND 
AUTOMATIC CONTROL 
OF PROJECTORS (OPTIONAL) 


A striking feature of the system is a 
special picture change which changes the 
picture on the screen faster than the eye 
can detect, making possible startling ani- 
mation effects, pop-ons and additive tech- 
niques. The directional sound centers the 
attention on that portion of the picture 
on which the emphasis is desired. Not 
only are the wide screen effects available, 
but also three screen effects in which it is 
possible to maintain a central idea on one 
screen while developing supplementary 
ideas on the other two screens. 

Films can be made at only a slightly in- 
creased cost over normal sound slide film 
of the same length and in many cases this 
technique could be utilized at less cost. 
The entire equipment easily fits into the 
trunk of an automobile, making it ideal 
for a one-man traveling show. The pro- 
jectors and screens can also be used sepa- 
rately as standard projection units. 

For more information, Circle number 
769 on the Reader Service Card. 
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HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board’”* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 














CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
Ous names in 
all types of 
industry. 


CONVOX, ING, 


(Circle 714 for more information) 


ARE 

STORED 
RECORDS 
SMOTHERING 
YOU? 


Do you know what needs to be kept? What can 
be destroyed? What are the legal requirements 
today? Knowing the answer to these questions 
is part of our service. We specialize in: 





—Taking a physical inventory of old records 


—Setting up, for your approval, a tentative 
retention schedule based on legal require- 
ments and your own needs 


—Supervising the discarding of useless ma- 
terial (this will probably be 30% of the 
total) 


—Indexing your worthwhile records so that 
they can be eliminated yearly as their 
usefulness vanishes. 


Who else offers you such specialized professional 
service? 30 years experience in reorganizing 
files and records from their inception to their 
destruction? 


Write today for Record Trends +6 
"'Deadwood is for Burning'' 


RECORD CONTROLS, INC. 
209 So. LaSalle St., Chicago 4, Illinois 
Room 805, 516 Fifth Ave., New York 18, N.Y. 


SLES LE NTE ES NARI ETE IT 
(Circle 745 for more information) 
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Miniature fire engines for plants 
with own fire companies 


The Navy Bureau of Aeronautics has 
added “miniature” fire trucks at several 
naval bases and air stations in this coun- 
try and in French Morocco. 

A major advantage of the new experi- 
mental fire engine is its ability to nego- 
tiate rough terrain. It can also be used 
in place of the larger, standard “pumper” 
at outlying bases where it would be un- 
economical to assign a major fire truck. 





The Navy's first fire-fighting miniature 
is capable of pumping 500 gallons of 
water a minute at a pressure of 120 pounds 


per square inch. Its “booster” tank car- 
ries 150 gallons of water. 

About half the size of the standard Navy 
fire trucks in use today, the new vehicle 
will be tried out as a replacement at naval 
bases where buildings are few and far 
between, and as auxiliary equipment at 
large naval installations. The Navy’s new 
Ranger is expected to prove more maneu- 
verable than present-day equipment in 
fighting fires at close quarters. 

For more information, Circle number 
778 on the Reader Service Card. 


— 
One-entry bookkeeping system 
simplifies control 


A radically designed complete bookkeep- 
ing system has just been announced. While 
based on and incorporating the standard, 
universal methods of bookkeeping and ac- 
counting, it is different from all other de- 
vices now on the market. It is said to save 
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y - a charts! 


You can be a professional ‘‘draftsman” in mine 





Let us demonstrate Dial-Ta ing! 


utes (so can anyone in your office.) 


Everything you need to make an accurate, 
professionally drawn graph is pre-printed on 
self-sticking acetate tape! Lines, dotted lines, 
bars, people, coins, autos, — everything! Merely 
plot your dots—roll on whatever you want. 
Presto! A professional graph, without profes- 


sional help, time or costs. 


Write today for all the details on this revo- 
lutionary graph-making method! Chart-Pak 
materials also available for organization and 
flow charts, and office layout. 





TRADE MARK CHART-PAK, INC. 
102C Lincoln Ave. Stamford, Conn. 
Rush that Chart-Pak information to: 


Name 





Company. 
Address 
City. State 
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It’s electric! Dial like a telephone for exact 
lengths of gummed tape, warm-water moistened 
for instant seal. Any length in any sequence 
without pre-setting. Safer packages, yet fully 
20% saving in time and tape. Savings pay for 
machine in a few months. Without obligation, let 
us prove the Dial-Taper on your own packaging. 


For more information or a free 
demonstration mail us this ad with your 
name and business 
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MARSH STENCIL MACHINE COMPANY 
36 MARSH BLDG. + BELLEVILLE, ILL. 
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Important money goes 
out in your wastebasket 


One of the country’s large firms did a 
study on waste — the waste of letters that 
had to be retyped. And their surprising 
finding is that 48¢ goes out the window 
every time a mistyped letter goes into the 
wastebasket — time and paper are money! 


EZERASE fine Bond and Onion Skin with 
a plus is the ANSWER — the plus feature 
is absolutely clean erasures with an ordi- 
nary lead pencil eraser. Everything that’s 
typed can be made on the original try. 

Write us on your 
company letter- 


head for sample of 
Ezerase Bond. 











BOND + ONION SKIN 
OPAQUE - EZERASE 
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MILLERS FALLS PAPER COMPANY 


Millers Falls, Massachusetts 


Please send me the FREE sample of EZERASE and 
“Letters for Signature” folder 


Name 





Position 





Company 
Address 
City State 
for more information) 
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wo VSE 
LOOKING, 
OSCAR YOU 
CAN'T SEE MY 
PAYCHECA 
THROUGH THIS 













PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook”? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 
Send for Samples 


and Prices Today 





(Circle 738 for more information) 








two-thirds of bookkeeping time by actually 
writing three or more records at one time 
not by eliminating essential records. All 


entries can be made in non-smudge ink. 


Its operation is simple enough to be used 
efficiently by general office help, yet fully 
comprehensive in its scope to meet the 
high and exacting standards of accountants. 
Ilo make simultaneous check or vouche1 
and journal entries, for example, the check 
or voucher forms are placed over the ink 
ribbon units. It’s quickly and easily lined 
up by the sliding pin-bar that automat 
ically clicks one space at a time for pertect 
alignment and registration. Just write the 
check and the one writing produces all 
three entries. Once set, no further adjust 
ment for subsequent entries is needed. ‘The 
alignment unit positions the forms for the 


next entry and you continue with no de 


lay. ‘There’s no danger of errors in trans 
position, as when three separate entries ar¢ 
made. 

Forms are available for A/C Receivable, 
A/C Payable and Payroll, as well as spe 
cialized needs. The one unit, weighing 


only three pounds, can hold all records so 
that current sheets may be kept under one 
binder for easy handling and reference. 

For information and sample forms, Circle 


number 768 on the Reader Service Card. 








Put ZIP in 
COLLATING ! 





with EVANS 
GATHERING RACKS 


te Tedium is removed from collating. Work 
gets out in half former time. One un- 
skilled worker collates 3,500 sheets an 
hour—maintaining pace without fatique. 


oe GUARANTEED to produce quicker and 
more accurate results than any other 
collating aid on the market. 


x All aluminum, each section holds 500 
sheets at inclined angle. Use racks singly 
—or two or more together for large 
gatherings. Collapse for setting aside. 

8 MODELS 


SHOWN: |8-section TU Rack at $25.00. 
7 others—$10.00 to $16.50 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 











(Circle 720 for more information) 





I’m an office 


when I'm at the office. 


... And just the other day | heard about, and used, 


LIN-O-KLEEN 


. it's the new chemica! linoleum desk top cleaner that whisks dirt and 
stains off the desk in just two minutes. It's easy . . . keeps me clean— 
and restores the original non-glare, non-gloss finish to my desk top. That's 
for me, and for thousands of other girls who want tc keep their desk tops 
clean, without using the old-fashioned sloppy method of soap and water. 


Boss @ ee you'll be doing your girls a favor, if you order a supply 
of LIN-O-KLEEN. Write today—for FREE samples and complete details, to: 


42 





worker... 
Not a household drudge! 


Sure | want to be clean about my work, but how can | do it when 
my linoleum desk top becomes soiled with carbon and dirt? The 

boss asked me to take a pail of soap and water and wash the 

desk . . . but it's sloppy work, and | begin looking like a kitchen 
maid instead of a dignified office worker. And besides, | 

get enough kitchen work at home. | want to feel like a lady 





WIEMER'S, Inc. 


70 VERNON STREET, DEPT. M, BRIDGEPORT, CONN. 
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Marchant Calculators, Inc. 3 MN 
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in posting 
related records 











Marsh Stencil Machine Co. 4| 


Agency: Krupnick & Associates, Inc. 


simultaneously! 
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Metalcraft, Inc. 37 


6 sand iit nite sae 7 TWPeEWRITER ACCOUNTING 
MACHINE 
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Millers Falls Paper Co. 4| 
Agency: The Callaway Associates 







The Mills Co 35 


Agency: Meermans, Inc 
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Agency: Batten, Barton, Durstine & Osborn, Inc 


5 Monroe Calculating Machine Co. 18 
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Accounts Payable 
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Payroll 
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The Staplex Co. 39 


Agency: Lee Keeler, Inc. 
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The Sturgis Posture Chair Co. VI a ae — a oe ee 
. hanes: ice ta adie baeiaes Phe re’s no limit to the vork this rug lyy 
writer Accounting machine will do for you! 

The Todd Co., Inc. 10 


‘ Agency: The Merrill Anderson Co., Inc. It posts any of your records or any combination of 


Underwood Corp 28 them, complete in one operation. 
Agency: Marschalk & Pratt Co. : 
9 aia It posts related records simultaneously . . . does all 





U. S. Envelope Co. 22 the adding, subtracting and typing . . . punctuates, Let your Burroughs man show you how easy it is— 
Peer eee eae dates and tabulates automatically . . . speeds form how little it costs—to post all your records on this 
: ViSlrecord, Ine. 40 insertion with its front feed carriage . . . speeds the one Burroughs Typewriter Accounting machine. 
ee eee eee Me entire posting job with its typing-computing keyboard. Burroughs Corporation, Detroit 32, Michigan. 
Vogel-Peterson Co. 36 


Agency: Ross Llewellyn, Inc. 


? Wassell Organization, Inc. 39 (Whawer thre Bubinese thor 


Agency: James R. Flanagan Advertising Agency 


B Watson Mfq. Co., Inc.—Rol-Dex Div. 13 


Agency: Griffith & Rowland Bu rroughs 


2 Wiemer's. Inc. 42 
Agency: Leonard Advertising Agency 
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J machine 
IATELY: theres only one -easort for not using a Dictaphone 
EFFECTIVE IMMED Published by 
=f Ap L 
( Atunounting ; We DEW MANAGEMENT MAGAZINES, INC. 
‘5S 141 E, 44th St., New York 17, N. Y. 
DICTAPHONE a ro 
DEAN R A STEVENSON 
UNIV OF MECH SCH OF 
ribetded Fd Gite ~BUS O 
ARN ARBOR MIC ; 
XI PES! 
| 
‘ 
| ‘ 
| 
} 
i 
4 A personal message to every busy man who wants . 
to get the best out of himself 
“If communication has no part in helps you to think better. communicate 
your job, you don t need any dic- better. gel more done. 
tating machine. | : 
x A 7 - oO Cé double Vo capacity for 
es ig ips i agatha BUT if its vital for you to get handling routine with the TIME. 
as ae lhe: nt across the very best that’s in your MASTER. And that’s just the beginning 
1. Functionally designed for dictation. mind, nothing can help you quite so of your partnership. 
E ch sive Dict hel CCO d. - . 
* te dents ao ay much et the new Dictaphone TIME. Perhaps more than you _ realize. 
) 3, ‘See where you are” visibility. seins men are measured by what they com- : 







4, Automatic voice pilot. This latest, lightest. finest model of municate. Suecess depends on ettec- 
5, ‘Natural dictation” Master-Mike the revolutionary TIME-MASTER is a tive communication. Your 


start-stop, automatic playback. superb piece of of fice equipment. But success. Try the TIME. 
6, [wo-speaker playback. 






far more important, the 5” actually MASTER °*5” in your office. 







7, New positive correction system. 





g. New one-hand, one-motion controls. 
9, Automatic built-in fectures keep you ee ee ee ee ee ee ee ee ee ee ee _ i 


dictating smoothly. 
| 10, Magnesium-built, A.C. or A.C./D.C, t MIST ATHOEN CORPORATION, Dap. pe-tts 
| . 420 Lexington Ave., N. Y. 17, N. Y. 


for practical portability, 
I would like: 


My free copy of descriptive folder, “Success.” 


makers of the TIME-MASTER 
the #1 dictating machine 











/ A TIME-MASTER demonstration with no obligation. 


i 
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Street___ 















een POSTMASTER: If undeliverable for any reason 
CLIP THE COUPON NOW! pea a piece poitle com ah: ania allen al 
rede t 3547 postage for which is guaranteed. 
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